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HERE’S 


HOW THEY GOT AHEAD 


A man of experience reminds us of the opportunities the busi- 
ness world has to offer the stenographer who will but take them 


By J. E. BULLARD 


r one time I held an executive positi n 
in a company so large that only the 
higher executives ever met its president 
He held such an exalted position and drew 
such a large salary that it was a great sur 
prise to me, some years later, to learn hk 
started in life as a stenographer. Since then, 
in talking with business men, especially those 
connected with big companies, | have discov 
ered that a surprisingly large number of men 
and women who have won rapid promotion 
worked first as stenographers and private 
secretari 
The data gathered indicates that one of th 
best and quickest ways to work up in business 
is to become an expert stenographer and typist 
No one comes in much closer business contact 
with a big executive than his private secretary 
Few are in so good a position to learn what 
preioms face this executive and to become a 
really helpful assistant to him 


es to execulives 


FURTHER s tudy revealed certain require- 
ments First, I found that the person who 
wants to get ahead along these lines must be 


rapid and essentially perfect. One young man 


who forged ahead started out to win al] the 
speed prizes oftere i tiis services came to be 


demand because of his speed His typing 


was nearly perfect. He did not make errors 
He could take dictation directly on his ma 
chine about as fast as the average person 
would dictate. He had also studied English 
until he could write a letter that the most 
critical could find litdle fault with, and he 
had learned to type and arrange his letters so 
attractively that any person would be proud 
to sign them. The neater and the more at 
tractive a letter looks, remember, the more 
pleasing it is to the “4 who dictates it, and 
if, in addition to this, the Englis} 
better than the dictator wal this also is usu- 
ally appreciated. 


1 is somewhat 





As this young man became more and more 
expert in letter writing, he also studied the 
business in which he was engaged. He learned 

language He studied answers received t 
he letters he wrote. He learned how t and le 
every bit of the correspondence. It is not 


Strange, therefore, that his empl yers began 
to turn over correspondence to him without 


bothering to dictate replies He wrote the 
letters and presented them to his employers 
to sign It is no wonder that he in te 
be more and more indispensable and that s 


salary increased with his responsibilities 


APPARENTLY, there are comparatively 
few who look beyond the day's work. Yet, 
as we scan a list of men who got ahead, we 





find that, in case after case, the start was made 
by becoming expert in shorthand and typing 
The indications are that this will be even 
truer in the future than in the past. It is not 
so many years that we have had typewriters 
It is still fewer years that we have used then 
extensively in business. Practically all of our 
large corporations have come into existence 
since the Civil War Many of them have 


been formed, or at least grown to their pres 


ent size, since the World War 


THE problen {f getting ahead in a large 


corporation is quit lifferent from that in a 
small firm One may work for years for a 
1 ; 


irge corporati without even seeing the head 
of the concern from a distance, to say nothing 
of meeting him face to face and talking with 
him. It may be difficult to advance from one 
position to another, from one department t 
another, to gain recognition in any. This holds 
true of nearly every job except of that of 
stem grapher or typist 

The larger the rporation the greater the 
number of interdepartmental typed communi 


cations. As these do not g utside of the 
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important to make 
; 


\ffice, 
each communication as 
attractive as possible, 

These written messages go to various ex 
ecutives, some of them to the highest execu 
tive of the Each will consciously 
or unconsciously notice the typing. If, from 
any particular department, there is constant] 
coming typed messages that are neat and ac 
curate, more so than usual, the time will come 
when there will be inquiry about them. Recog 
nition would thereby be gained. This is far 
truer in the case of stenography and typing 
than in any other kind of work done in a 
large corporation, 


it might not appear 


nearly perfect an 


company 


THERE is good reason to believe that more 
and more of future heads of large corpora 
tions are at present students in business col 
leges. These young people are not only learn 
ng to be the best of typists and takers ot 
dictation, but are learning how to solve busi 
ness problems 

Ability to make good depends to a 
extent upon the degree to which one applies 
himself to problems as they come up for solu- 
tion. This requires study, the asking of ad- 
vice, the acquiring of all the knowledge it is 
possible to acquire bearing upon the subject 
in hand. Genius is not but hard 
work and close attention to detail surely are 
Some of the most responsible and best paid 
positions are held by those who were not con 
sidered brilliant when they were young. Edi 
son, we are told, was classed by some as not 


greal 


necessary, 


much above a prob'em child, but he had the 
brain and the power of application, and his 
world-wide 


fame became 


THE dean of one of our oldest colleges made 
the statement to me that the careers of those 
who show the greatest brilliancy in college 
are often disappointing. Many, he said, who 
are barely able to earn their degrees go on 
and earn advancement in fields requiring real 
scholarship, while those who show the best 
prospects while in college seem to make no 
advance after they are graduated. They ck 
not have the capacity for constant application 
and study. He pointed out that our educa- 
tion is never finished, unless we keep right on 
studying we are bound to go backwards. The 
world will advance, leaving us behind 

Only a small percentage of the total num- 
ber of people is willing to continue to study 
and make constant application of what is 
learned. That is why the future is bright 
for those who do. The rewards are greater 
than they have ever been before. 


* 


>» EDUCATION is a capital to the poor man, 
and an 
Mann 


interest to the rich man.—Horace 
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First of All—**Personableness” 
ERE all the 
women in the 

characterize the ideal emp! 

many 
were asked 
their employees, that quality 


employers of men at! 
world asked what traits 
they would 
But if 


lity they 


yee, 


name different qualities they 


‘ 


to name the one qua most 


lesire in would, 
undoubtedly, be what I choose to call “person 
ableness.” 
Upon entering an 
that office 
influence the 


office one 
Whether 


tuture 


torms an Opitn- 
ion of it is pleasant or 
not may 


with that concern 


business you do 
The appearance oO! the ol 
ce is, of course, important, | 
first imy 


Dut of even greater 
importance is that ression the person- 


that office makes 


the visitor. If 
if their 


+} 


nel of upo! 


they are neat in dress and 
voices are low and well modulated, ii 
kind and considerat 
ferior positions, if they are « 
around them, if they have that inn 
which seems to encompass all 
persons associated with them 
»f charm, if they 
dence, then it will become a pleasure to do 
business with that concer Such employees 
lave personableness 

In this age of higher education it is not to 


lificult to find th 


appearance, 
iney are 
f ' n hold y n 
i persons hoi ung in 

"1 


to all 


er vivacity 


urteous 


f personality 
a small circle 


have poise and self-conh 


wpavie of doing tne 


per sons 


work you wish done in the way you want it 
lone. You can also find honest people and 
people who want to do the right thing, but 


hersonableness is indeed a rarity in business 


than gold or silver, 


after and treasured 


[It is a treasure more rar 
and it 
as such 

There is an 


should be sought 


opening for the person wit! 


this quality in whatever field he cares to ente1 
and his success is assured before he begins 
Pauline Gentry 


Dont’s for Stenographers 


'M going to wind up with a whole para- 

graph jammed with don'ts which may sound 
trivial to you but make all the 
difference between a good job and no job. If 
you get impatient while waiting for the next 
sentence during dictation or while Mr. Allen 
is busy on the telephone, don't express your 
restlessness by pencil-rapping, foot-tapping 
rubber-band-snapping, or clip-twisting. All of 
these will be noticed by Mr llen, and he 
won't feel flattered by your lack of interest 
And I don’t have to tell you, after all that 
your teachers have said on the subject, not t 
chew gum. Mr. Allen may never mention 
to you that he doesn’t like it, but put yourself 
on his side of the desk, and you'll realize that 
a secretary with jaws in motion does not 
make a pretty picture.— Scholastic, the Amer- 
ican High School Weekly 


sometimes 





bad 
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STYLE STANDARDS IN LETTERS 
Supplementing the New York Fair rules, some of the most impor- 
tant points from three other office style sheets are presented here 


By JUDITH DAVIDSON 


AS] lay, in an article on the New York 


World's Fair, there was reproduced 
the mstructi sheet which the Fair 
{ ry rat sues t t ste graphe S i | 
typist Cone these structions read Ss 
I grap er s iis § appca ‘ the car; 
bon copies—but never on the original.” This 


brought a flood of inquiries from readers wh 


had been accust med te placing the mit als ol 


the dictator and stenographer in the lower 
left-hand corner of the original letter, accord 
ing t ymmon practice. They wanted to know 
if this was the latest innovation in letter writ 
ing or a special style adopted only tor t 
Fair's World of Tomorrow 

W ITH all f these letters at har ve ¢ t 
decided to investigate the letter styles pra 
ticed in a number of leading companies her 
n New York City and the b was assigne 
to me Let me state first ft that ufter talk 
ing to the proper officials in advertising ag 
cies, insurance companies, banks, public utility 
corporation ind manufacturing firms, | fi 


that most of the rules laid down in the text 
books are daily put into use by these 
and that the stenographer or typist doing th 
job is, in general, left responsible for the set 


up of her work 


HOWEVER, there are dictators who have 
very definite ideas about how they want their 
work set up, and certain conditions within the 
business sometimes make deviations from the 
usual standard advisable for the effective car 
rying on of a company’s correspondence 

Take, for instance, this matter of steno 
graphic initials. For more than ten years it 
has been the custom at the Western Unior 
Telegraph Company to omit identification ini 
tials from the original of a letter and let them 
show on the carbon copy only. The reason for 
} 


this. I was told, is because the man who signs 


the letter, the department head in most cases 
' 


quite frequently does not dictate the letter hin 
| 


self—in a large organization the department 


head must delegate some matters to his sul 
ordinates, but he is responsible for their work 
and signs the letters they write for him. This 
is the custom in practically all the publi 
utility companies and banks I visited 

Some trust companies and insurance com- 
panies assign numbers to the dictators and 


stenographers. Then, a number followed by a 


on and another number can appear on the 


riginal letter in the place usually reserved 
lor initials, and only those in the company 
know to whon the numbers belong and 
whether the dictator is really the same person 
that signed the letter 

And in some cases the form of the letterhead 
might preclude either initials or code numbers 
being used on t riginal letter. No matte 
what the rea t takes but a second to drop 
i if betwe aT i ribb scillator 
betore typing t ndicia if it is wanted on 
the cart 

Standard { spacing and placement vary 
to ; f y ire not given any directions 

re ¥ ire ready to start typing, on your 
first day ona b, you should inquire whether 
here j il i te | ‘ tvle t he { ll wed 


IN er ft ‘ Tim il t inswel T time 


t t procedure, many companies 

ive prepat tandard instructions for typists 

and stenographers. This facilitates the prepara 

tion of outg g let telegrams, memoranda 

and the like nd keeps material more or less 
uniforn 


So that you may judge how actual usage 
varies, here are important excerpts from the 


triat . ’ | , ’ : 
structio woks of three lea 


ng companies 
find it interesting to compare them 


with your own standards and with each other 


r ‘ 
ro quote fron The Outward Form of Let 
ters.” as compiled t govern Western Union's 


correspondence 


UnirorMity. Goon APPFARANCE—Stenog- 
raphers and typists must give their best atten 
to see that letters to the public go 

it in the most attractive and approved torm 
In a company su as ours, where reputation 


nd revenue depend upon the accuracy and 


care with w h we handle our patrons’ busi- 
ness, any ca ssness in letters is likely to be 
taken as reflecting a similar habit in other 
details of our operatior \ good appearance 


letters gives a defit te impression of good 
urtesy. Those charged with the 
; g of the outgoing mail 
; nomattie nall ith the . y } 
are responsibie equally W the stenograpnK 
rce for uniformity in the preparation of our 


r 
letters according to the following instructions 


CARE OF TY 


are kept ear 


supervisor ind sign 


PEWRITERS—Unless typewriters 
1 in repair, it is impossible to have 


; 


letters of goo appearance rhe type should be 
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rning. Broken type faces should be 
replaced, and any poor alignment of the type corrected 
at once. 

LETTERHEADS TO BE USED—For 


watermarked 


cleaned every m 


setters to 
the public, leterhead 
“Western 

" 


ai Managers othces City al 


Form 51 on the 
Union Bond” paper is the standard for 
i district superin 
tendents have specially lithographed letterheads, with 


with local heading 


PLACEMENT—Lett 


ten words or 


out torm nul er, 


fYPING AND 


neat without hnger 


must be 





Marks or ove writ 


characters. Erasures are permitted only when they 


are neatly Gone, and should aways be bCid at a Mini 
There 
line ang no setters r words typed 


mum should be no crowding in of words in a 


above the iine 


because of omissions or corrections, No ink or penci 
correction 1s permissible in any ietter to the publi 
Letters should be typed with generous margins, which 
give greater legibility. The width of the margin a 


the genera: piacement of the i¢eticr on the sheet will 





depend on the le { the typed matter. All letters 
occupying omy a 


that is, so placed on the page that the center of 


of a page should be “centered 





the typed matter is slightly above the center of the 


sheet. The left-hand margin will, of course, be per 


fectly even and care must be taken not to have the 


right-hand margin ragged, though naturally it will 
be somewhat irregular, The setting of the typewriter 


at a certain fhgure as a margin tor ai ietters shou 


be discouraged, for, as noted above, the proper width 
of margin wil) depend entirely on the length of the 
letter 

SALUTATION The salutation should begin flush 


with the left-hand margin as indicated by the first 
line of the imside address, and should be two spaces 


below the last line of the inside address. A colon only 


follows the salutation. Two spaces should separate 
the salutation and body of the letter 
Gentieomen is the approved saiutation tor a con 


pany, partnership, or other group of individuals. For 
two or more women, Ladies is approved, and if the 
group addressed is composed of men and women, the 
salutation is Ladies and Gentlemen. In addressing a 


singie individual, if a man, the salutation Deer Sw 
is correct; if a woman (married or single) Dear 
Madam 

The more intimate salutation 
individual) My dear Mr 
promiscuously, but in the case of patrons who are 
well known to us it carries a warmer tone of cor 
diality. The still more intimate Dear Mr. Brown is 
allowable in cases where relations between the writer 


(when addressing an 
Brown is not to be used 


and the addressee have been especially close and cor 
dial. In addressing women the more intimate saluta 
tion should be used only when the writer is closely 
with the addressee to permit it 
and should be em 


valid 


enough acquainted 
Dear Madam is always 


ployed unless there is an unusually 


correct 


reason & 
the contrary 
The use f the “Attention (of pees 

direction in a letter should be avoided. It is better 
to address the letter to the individual in care of the 
concern with which he is connected. The “Attention 
ee " form may be used when the first 
name of the individual having the matter in charge 
cannot be ascertained and the letter can hence not 
well be addressed to him in When it is 


used, the salutation should conform to the address, 


person 


as shown in the following example: 


John Brewer, Inc., 
302 South Avenue, 
Rochester, New York, 
Gentlemen 


Attention Mr. Smart 


” , 


The “Attention....... should ¢e 


centered above the body of the letter beginning one 
space below and slightly to the right of the saluta 
tion and two spaces above the body of the letter. In 


such cases the salutation will necessarily be separated 


phrase 
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yy three from the body of the letter it is 


spaces ub 
not necessary to underline this phrase, 


BODY OF THE LETTER—1 


first paragraph of the letter should be indented ten 


e first ine Of the 





spaces from the left-hand margin. Other paragraphs 
will, of course, be indented ten spaces to corre 
spond. There would be a single space between 
lines and double space between paragraphs. The only 
exception to the above is in the ase of short, single 
paragraph letters, wi are ft e double-spaced 
Punctuation symbols should be followed by a sin 


gle space. After a period that ses a sentence two 


spaces should be left. 


DICTATOR’S AND STENOGRAPHER’'S INI 


rIALS Initials of dictato ind stenographer should 
not appear on the original of any letter to the pub 
l but should appear on the carbon 

{Sample letters of various lengths follow.] 


from the “Guide 
which is in use 
in the main and all branch offices of Benton & 
Bowles, Inc., a nationally 


AND here are suggestions 
for Stenographers and Typists” 


nown advertising 


agency 


In an attempt to arrive at some degree of 


umiormity in the appearance of our corre- 
spondence and memoranda, we have formu- 
lated the following general rules 

It is suggested that each girl keep a copy 


of these directions in a folder in her desk, 
where she may refer to them when she wishes 
and where she can conveniently place any addi- 
tions to or corrections of rules as they 
may be issued from time to time 


these 





rhe italicized portions indicate those rules 
which must be followed. 

When typing any mat " yugh"’ form, we 
should like it double-spaced. Indentation of 5 spaces 
will serve to separate the paragraphs. It will not be 
necessary to tripie-space Dbetwe« paragraphs when 
double-spacing 

Ihe date and the typist’s initials should appear on 


all typed matter 
When ur sentences, please 
underscore in a solid line Do not break up the 





lerlining phrases or 





underlining word by wor 

The salutation should begin three spaces after the 
last line of the address. In all business letters, the 
correct punctuation following the salutation is a colon 

The body of the letter should begin three spaces 
after the salutation 

It is impossible to set down exact margins to be 
used in typing letters, but every eff should be 
made to get the letter prope: centered on the page, 
and the right-hand margin as distant from the edge 
of the paper as the left-hand margin, and as even as 
make it 

The complimentary close on letters should appear 
three spaces after the last line of the body of the 
letter. The first letter of the complimentary close 
should be directly under the first letter of the month 
in the date-line. The text of the complimentry close, 
»f course, depends upon the wishes of the dictator. 

The writer’s name should appear five spaces after 
the complimentary close, and should be typed flush 
against the left-hand margin, to be followed on the 
next line by the typist’s initials in lower case. This 
paragraph, however, does not apply to personal cor 
respondence, which will depend upon the writer's 
preference. (See example on page 59.) 

Good bond paper should be used for the second and 
following pages of long letters 

In typing a letter of more than one page, it is not 
necessary to use the word “Continued” at the bot- 
tom of the first page. Write the name of the person 


it is possible to 
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‘art of the Bulletin Board in the Business 
Department at the San Francisco 
High School of Commerce 


Here | Come! 


a SLASTIC interest in the Golden 
4 (ate International | x position, lent al 


} 


added zest to preparation of the 
ect undertaken, uw 
direction, by students of the Business 
ment at the Sar 


(ommerce 


California 


pring proj 
der Miss Evelyn C. Lyman’s 
Depart 
Francisco High School of 
The result was a collection ot 
forty-page budgets, dealing with the Exposi 
tion and centering around Treasure Island and 


the two bridges, that made the whole schoo 
not only Fair but “shorthand’’-conscious, 
and attracted outside attention as well. Snap 
shots of several sections of their sixteen-toot 
bulletin board were sent us by the head of the 
department, Miss Edith Blac} 


slack Hafer, one ot 
which we are passing on to you 

The Exposition officials probably knew no 
thing of this display, but they 
ter of the 
April to an audiencs 


onstrations put on by 


opened the thea 

building one day last 
that thrilled to the 
students and 


Calitornia 
dem 
a graduate 


of Miss Edith Clark’s classes at Piedmont 
High School New matter was dictated at 
from 140 to 300 words a minute 


L. D. S. Vocabulary 


WG or reached us this summer of the 
completion of a special vocabulary (with 
Gregg outlines) giving the most frequently 
occurring words, phrases, and names 1n use in 
the Church of Jesus Christ of Latter-day 
Saints, as determined by a study of sermons by 
the present church leaders, the discourses of 
Brigham Young, the Book of Mormon, and 
Doctrine and Covenants, the Pearl of Great 
Price, and the Holy Bible shortcuts 
will facilitate the reporting of sermons, prayers 
and blessings in funerals, confer 
ences, and conventions, and in writing letters 
that deal with Church matters and taking min- 
utes of meetings. While its primary application 
is to the nomenclature and phraseology of the 


These 


meetings, 
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NEWS inWOR 


is 
engaged in or training for theological secre 
work. Mr. H. W 


Young University, Provo, Utah, can give y 
data about this booklet 


, 
should prove interest to any 


taria Sundwall, of Brigham 


omplete 


Speedy All-round! 


ENNIS and Badminton seem to be th 
hobbies of expert s thand writers. Wé« 
learn that Diamond Medalist Wilda Warner 
Wildes has been listed by the Midwest Bad 


Association as top lady and, wit 


minton 


Harry Raymonds, No. 1. mixed doubles. Help 
iw to make it a family affair, Mrs. Glenn 
Markt, sister to Wilda, and her husband were 
accorded No. 2. rating! 


Miss Wildes is a very busy court 


reporter 


Chicago (she came f1 Portland, Maine 
\s a student her record was always high 
For writing 60 words a minute on the type 


writer for fifteen minutes without an error 
is also the 
Underwood Diamond Pin for 
writing 100 words a minute for 


she won a Royal typewriter. She 
possessor of the 
thirty minutes 

And as well as being a shorthand 
writing 


and type- 
expert she als Badminton chan 


pron 


More power to her, we say 


Take a Letter!” 


7a Hon. Fiorello H. La Guardia, mayor 
of the City of New York, has shown di- 
versified term of office 
World’s Fair 


of several foreign build- 
ings by speaking in the appré 


abilities during his 

He surprised his hearers at the 
during the dedication 
priate language 
And during the presentation of the O.G.A 
award to the Wadleigh High School, New 


York, we learned that shorthand is not foreign 


to him. Let us quote from the New York 
Journal-American The ite was headed 
“Dear Sir,” with a subhead, “La Guardia 


Knows Shorthand, Too.” The story continues 

“In addition to linguistic ability, Mayor La 
Guardia is a shorthand writer 

“Newbold Morris, president of the City 
Council, today revealed this added latent tal- 
ent during presentation of a trophy to Wad- 
leigh High School for winning the annual in 
ternational Gregg Shorthand contest. 

“Morris said he protested to Hizzoner when 
the budget was pruned of his application for 
more stenographic help 

“Morris quoted the replying 
‘When you need a good stenographer, call on 
me. I write shorthand!’’ 


Mayor as 
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Tailored Typing 





D AND PICTURE 








61 


iled for three o'clock could find a place on the 


Giant The exhibit “overflowed” with Lass« 
(sirls red-chirted live kirted hinted 
taupe ti 
- ‘ | Hig 
lig 
_ a 
‘ ' ( ae umazed 
? ‘ \\ 4 " eT 
‘ 4 eC-CVeE tox 
\A in yerTe ¢ y 
‘ ' 
Q iy rip 


The Teller’s Window 


tar\ t Ba 1 M attan Con 
entere I employ 


pany t f the bank forty 
seve! \ il iv i it ft 65 retires 
meer t ha < ! la ike manv ot 
I M4 I s t i\ started 
rK as a rape Steph Baker 
the | no i art ! ! 
t | M Moor wa e1 ‘ 
i | \ and « if bank's 
' r staf 


Age No Handicap 


R. WA ER DANGER irge of 
M PS Brighton Beach. New York 
says that £ t alway a bar ft learning 
«} rt} i! | “OT, he sends ! ex ellent 

‘ written by Mr. Behles 
i young 1 65. After only eight weeks’ 
tudyv of the s te? Mr Behle vas writing 
fluently Mr { el \ i been teaching 
Gsregg shortha r many irs, Sa that he 
s her most apt pu] Good tor him! 










yma sieges “ t Time's 
that make t unnecessary for the editors t 
set i t ew ter 
rig arit ~? ace \ ‘ 
storte r ' mmr t t t i 
west , 
\ tory s finishe a ty t mts t 
irks the total at the toy eat 
if Wit t rmat trv magazin 
ditor k 1 pen d showing 
< ea stor { 
| se ft measurement 1s appron 
ecause some news st Ss art 
mse ett shed for the latest develo 
the hee teletvpes whi lepartn ts 
] s the final job for the editors of IMF 
tor t the news stories wit 
res and late news unt the deadline 1s 
rea the teletypes sé¢ t the mes 
sage That ill. Good nt 
San Antonio’s Lasso Girls 
NE of the sights at the New York Fair 
that draws crowds at the Business Ma 
chines Building the 14-ton giant Underwood 
Master. Of course, anything weig g as much 
as that would be bound to be big t 728 
times larger thar the regular ofhce-size ma 
chine), but it hardly 
seemed pi ssible that 
its keyboard could hold 
all the girls who 
jammed onto it on 
Scout Day last June 
The photograph, we 
assure you, 1s not 
“faked"—we happened 
to be standing just be- 





yond that black curtain 
at the right, and saw 
girls mount the keys 
till no typewriter was 



















visible but the bit of 
carriage-throw and 
line-spacer showing in 


the picture 

At that, only part of 
group that had 

in with their 
to watch the 


demonstrations sched 


the 
come 
tea her 








The GIANT of the 
World of Tomorrou 
“roped and tied” 








Texas Lasso Girls 


in full regalia 
add color te 
Scout Day at 


the Fair 
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DON’T MAKE HARD WORK OF IT 


You can take advantage of every bit of facility you have gained 
in learning longhand to make your shorthand easy and speedy 





By JOHN ROBERT GREGG 


AST month we gave you a number of Try retracing the forms here and in your 
drills contrasting the characters of the text, with a dry pen, to get th feel” of 
first three chapters of the Manual, Sim- the outlines, and you will find your hand 

ilar exercises are presented here to help you gliding along easily, in the natural way 

fix in mind the various additional characters sal 

introduced in Chapters Four, Five, and Six. THE hook for w will not be confused with s 
if the small and narrow hook is fully con 

PRACTICING the hook-vowels in pairs and pleted before the circle vowel is joined. 

pronouncing the words aloud at first to fa- Drills like the following emphasize the dis- 

miliarize yourself with the sound, will prob- tinction between se, sa and we, wa at the 

ably make it easier for you to recognize them beginning of a word 


instantly : 


LIIIDTK KK PL 


ym c 
i] 
© ( ( c / ‘ 
a ? 7 > 
c é c o- 
7 
«4 j 
Jf 
- Av ( La 
oa _ a - oo 
P ° 
2 y 
a > yY > - ad > 
i ( € ~ ~< 
| 
/ 

-_ Ss ‘i > ce say, we, wey; wet, wheat, set; settle, whittle 
wad, wade, sad; saddle, waddle; scene, seem, seamen 
vin, whim, women; weep, whip, sip; sail, wail, whale 

> Cc 

4 - oc, Cc “r > . 

WITHIN a word it is usually quicker and 

a hb ; . ; easier to represent the sound of w by a dash 
wr ly & » « >» under the vowel than by the oo-hook In 
words like away and awake, however, the a 

: dot prefixed to the root form gives us an 

“? ee ee 4 > ' , 
easier and more legible outiine And the 

; same is true of words like ahead, ahem, 
toe; duck dock biue (blew hlow dose, ° : taht 
does; throw, threw, (through); pull, pool, pole, Paul ahoy, in which the syllable a can be most 
coop (cup), cope (cop); cub, cob; rogue, rug; cook, conveniently represented by the a-dot 


coke; sullen, solemn; rub, robe; otter, utter, utterly 
shoot, shut, shot; hug, hog; hawk, hook; nook, knock; 


» ) i = 
mor k, muck 2 2 4 2 - 
In reviewing the o and oo words listed in . 
your textbooks, we suggest that you augment i id 4 4 4 g 3 
your practice by adding the other word of é é 
the pair im similar fashion, 72 a g 
LOOSEN up your grip on the pen if you find - . C2 a 2 7 = 
/ < i . = 


yourself clutching it in a viselike grasp when 
you start writing shorthand. You can swing 
along with the same ease and fluency you 
have acquired in longhand writing. The slant, 
the curve, the forward movement is the same 
that you have been using for years. There 
is no need to tighten up and labor over an hick, quick, quicker, quickly; kim, queen, queenly 
tli ey Cae . we } , kit, quit, acquit, acquittal, equity coat, quote, tin, 
ou ine just cause you are applying the old twin; dell, dwell, dwellings; doorway, Brvadwey 
familiar strokes ina new way ! roedway, tramway, Norway Ridgeway parkway 
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Ed, head, ahead; way, away; wake, awake waken, 
awaken; woke, ewoke; weit, await 


THE y sound (at the beginning of a word) 
before a circle vowel is indicated by length- 
ening the circle out into a loop—a large loop 
if it is before an a-circle and a small loop if 


it is before an e-circle 


Y at e a a 
2 é F . ( ra < 5 
< C a c.- 

id 


ale, Yale; ell, yell, yellow; set, yet; ear, year; hard 
yard: ham. harm. Yarmouth, yarn 


However, when the y sound comes befor 
a hook-vowel, it is expressed by the e-circle. 
Remember that the diphthong-u (¢-o0) and 
yu (e-00) are expressed the same—circle plus 


hook—the long-oo sound, by the hook alone: 


oo ° 
t Cc 2 < aH < 
xO 
~ c Co og 
ought, yacht ", youn ~w, yore: haul, yewl ah 


yoke; Uhl, Yule 


THE ng and nk strokes are sometimes called 
dropped strokes, but do not drop them foo 
straight down. Remember, we are aiming at 
forward motion all the time, and any word 
that breaks the forward movement retards the 
speed 

Notice especially the slant of these strokes 


ow 


“4 AL 
~ os <_ . > 
= Cc><_C S« C Cc 
iP x & 
ec _— = Ce Co te. —— 


wren. ring. rink: ran, rong, rank, lank, blank; ban 
beng, bank, banquet, banker; sin, sing, sink; win, 
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wing, wink; cone, song: drink, drank: sink, sank 
frame, Frank; roan, wrong, wrongly spin, spreng, 
prang, sprinkle 


ADDITIONS such as the plural s and the 
-ly-circle are substituted for the ing-dot in 
forming derivatives of words ending with 
the syllable ing (The tg-stroke and the 
dot are used when the sound ing is part of the 


root word, as in rimging.) 


~ a } 
¢ A x ~ > 
7 - r CZ 2 
c < 
> ( 
r, 7 “ 4 4 - 
‘ A a / 
c / ‘ 
/ é 
c 
trimmings scrapings Allings shawings casmgs, 
castings, savings forgings drip ings clippings, 


amazingly, exceedingly 


CONTRASTS beeween the oo-hook and 
the long u (the diphthong) are important for 
practice These sounds are here combined 
with words containing other of the diphthong 
and vowel combinations: 


: > 
42 Oo Pe hs - % — > 
¢ 
) ) a 
7 g 
, ae < x? o Lf ce é 
OY OW IFT 26 ye eo 
2 > “ us 
Ga 4 y / ¢ , 
t ct’ 
; > / — 
is ew -e y y 


hum, human, humanly, humane; cut, cute: for you 


few; cue, cow; few, vow; fount ater »dder, auditor 
mnoy, annoyed smnnoyance nmomasy, mosy oil ouy; 
soul, soil: chose hoiwce lohn, join; bow, bowie, 


boy; toe, toy show, showy snow, snowy; shadow 
shadow) poem, poetr 


WHILt you are practicing on words con- 
taining the long-i (diphthong), be sure to 
note that in the following common words it 
is not necessary to break the circle 


I, my, might, quite, like, line, life, lwely, idol, ideal 
idea 


We do not need to distinguish separately 
whether it is a, ¢, 0, or « following the long- 
i. Making the broken circle into a double 
circle signifies the presence of another vowel, 
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and you automatically read the right one in Ni ITE how usef h f mt-md, ld, and 
, ' he hethe 7 
when you transcribe, whether it 1s fat, pons pond blends ar ' east tenses 
. ] n 1Ous j “ 
science, lion, or pl ‘ It the present tense f a word (not a brief 
1 « rt owel " rl (dat nd th ong 
he short- i mat! (d ind e | f , a iS eins it. in os 
vowel mark (dash) inside the a-circle clearly ise the nt-blend: if m. t blend: if ir 
distinguish short-t-a (ia) and ng-€-a (ea}, l the /d-blend., and pend-blend 
: , oe - 
as the forms in the following drill will re 
mind you 
) ) ; 
a ah ee é Cc | 
oD ao oo or es Uf Us 3 
sign, sigued seer ‘ é per cone 
v rf “ é re-yTT CTT} 
THE circ! mitted ir lable " 
/ = « Ci¢ . iTTteé i i < é ’ 
- > l 
~ t A 
£ fr é r and dis it is il » droy ‘ except betore 
€ ’ k and i but dk and ‘ t be < 
\aO 7 ’ 
- az a2 PP « oC tinctive without the ve 1 the for 
- is mu h easier to writ ke 
uded Ris used rer hef r mwrnstr es 
fight, fiat; signs ence; era ra, area; ala alias 1 ; ' 
manna mania rat eat pa Pian elia and betorte m, and & I mpound pre 
{zalia, Delia Imelia phelia fixes reen Yr, p , - 
re m-,? al se 1 t ESS the 
, , : , endings quire west, al as shown ir 
IN many of the words having the Jon )-u this drill. 
sound, the outline may be read just as easily . 
if the e-circle is omitted and only the 
hook used, and this lends facility and speed _ 


7 P - 
to the form ( c cS A f wr 
ct 4 


=a -—3 CO > , , LL " 
a 7 > } J _y a 
_ oS “2 < a” a os ra 
noos¢, mews muse amuse mie mre ” / r ( 
. t 
’ " , C- Le = 
Forms illustrating the omission of short-u © "a “Pp « -——eeg 
and ow before nn, m, } nf nd nd. can o T e 
be practiced effectively in groups like the —a” 2 <F OQ. —rWH60 
following 
a 
ea za a) - cot 
ee ee a a eo s 
below, disma debate ela leca legrade, ve 
» = ii - wh ya 2 Pm PA < / hound, recite, reinstate, reimburse, reconcile, recom 
pense recognise require ’ y requisite retard 


ee redial, relay, rewrite recast, misquct misguided 
- dismiss, mystery 
a —_ ~_s= Ee 
4 


tee 6 ie. em a PHERE is not space en ugh here this month 


to include a derivatives drill on the Brief 

Pa L Forms of Chapters Four, Five, and Six, as 
Co ao oo Poa - we did One to Three. Using last month’s exer 
at —_— cises as a guide, you can drill in the same 


way on the new Brief Forms you have learned 


ee a“ 7 : < In the shorthand section t th present issue 


you will find (page 94) some of the letters 


a Cc A A from the review of the first six Units of the 
> - yr « C oC A , , ' 

eet - < Manual given in Miss Bishee’s new “Brief 

Form Drills,” recently off the press. Another 

sing, sang, song, sung; sink, sank, sunk: sin. sane page, from her review of Units 7 to 12 ] 

zone, sun; fin, fan, phone, fun; tin, tan, tone, ton 

din, Dan, dawn, done; wren, ran, roan, run: rir 


be carried next month in the shorthand section 


rang, wrong, rung; begin, began, begun: seam. Sam In this department we sna touch upon 
sum; crotch, clutch drawn, drown: loan, lunch points of interest in the third quarter rf the 


pomp, pump; fiend, fanned, phoned, fund Manual (( hapters Seven to Nine) 
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IT’S MORE THAN JUST LUCK! 


Realizing that getting a job isn’t keeping it, this girl started out, 
on the very first day, to make herself indispensable; and she did it! 


By HELEN HUGHES 





UST fresh from school, I started t 0k M Stockma " i private secretary, a 
for a posit After weeks of canvassing Miss Hous wh sua lid s work My 
the la cerns, filling in numerous ap duties wert ike dictati from the sales 
plicat jlanks and answering blind ads. n men who can a] to subs ite in taking 
courage began 1t ul. “Everything 1s against Mr. Stockman’s tation whi Miss House 
1 I ed | teriy I'm eit er toc young Nas t busy 
I ] ave t the necessary exp eTice Ar ste ils we i v i cack ! P e lists 
yet the bus ess W | retuse | t give re i vere essentia 1s ess in ca week 
chance get that “necessary experience we ad to tur it 100 new price sheets for 
The only point in my favor was the positive the salesmet Truly, cutting those stencils 
detern a t get a jol » matter what it vas not a la t | e to me I'd try so 
was, } t prove that 1 ¢ r very ard tft ve lett pertect, tha ver 
| i I ick smiled at me } th torm cautK sness “ d ause i error \fter 
1 a telephone call from an employm« mont! I lea to he more at ease with the 
Age \ The manager there t me he ha ster cutting 
a re st f an exp t 1 girl the 
Smooth Roads Machinery Company, but he AT times, | self without mu 
oug I might fill the job S wit his while ‘ é girl was swan l 
cheery “good luck” still ringing in my ears, used to watch Miss House at the billing ma 
I went to the address given and was inter hine, making out ices, al eeing my 
views y Mr. Stockman, manager of the terest, she all ved me w to operate 
company He woked a ttl lu 1s wher I knew s va imx s ft ive me take 
he leart was inexperienced, but finally ver that t the work, but she also 
de led t give 1f a trial 4 trial! That Nante t | ma t 1 tu 
was a | eect t convince t t mal | ( uld atly | Nant t cal i l | t } pains t 
handle the work ee that 1 ’ ikes were made I eck 
i M4 i if I] 
I PAID parti la atte \ Be rf i i I vit 1 ware ! 
he dictate | and wrote each itline as pet cannectint =” , emit ' ¢ and lirt ac 
fectly as I could When I transcribed the imulated on the elves. Old magazines, to 
notes, I tried t make the letter stand ut n miled ut rom mont t mont! ] 1 eisure 
the paper as t igh it were a picture in a momen? I isted | cleaned That wa 
frame I was nervous that first day, but | ne point that receiv mment fron 1 
wanted the job so much that, by sheer deter small organizat One salesman remarked 
mination, I conquered the jumpy feeling that he adn't seer fice clea ce 
You ca e | w I felt when | returne 1 tive st 1 erat rt 
from r nd the tation gone tron 
nan 
my basket. and a note in the typewriter saving THE petty ca hox wa a trial to me at first 
Your work is satisfactory.’ That meant that We usually kept $5.00 on haz for stamps, 
I had won out! (And, by the way, I've kept miscellaneous stationer et I'd take some 
that note ever since.) But getting a job, | hangs ut to pay a small ll. forget to enter 
realized, wasn't keeping it, so I set out t t in the pett as} wok, and then, as a result. 
make myself indispensable around the office I'd spend irs trving to discover where the 
m e\ vent t After | earned t enter the 
As I was leaving that evening, Mr. Stockmas charge immediately, my problem was solved 
sugveste 1 t it l take | me sore 7 the con I thy k ty] g vas m matir hug » hye | very 
pany’s catalogues, and familiarize myself wit ne had access to the file cabinet When I 
the technical names of the machines, and leart went to locate a letter. it would not be there 
the correct spelling of the trade words. That Having a man stand nearby waiting impa 
suggestion was invaluable, for I’m sure if I tiently for a file that ildn’t be found was 
hadn’t done so I'd have had to look for a new not my idea of efficier ind, from the dark 
job shortly, because every letter I received looks I received, I was rather sure Mr. Stock 


was filled with technical phraseology. man felt the system could be improved. In- 
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variably the file would turn up in his desk, or 
a salesman would week later; but 
that could not be What 
to do! I Finally, when 
the boss was in 
I could 


wanted a file they 


return ita 
offered as an excuse 
was worried, 
a genial mood, I asked him if 
have charge of the files. If 
were to ask me for it; 


"! 
really 





anyone 
and 
in this way I would have complete knowledge 


he files were at all 
ord of the date and person taking 


times—because 





n nes a gz istance Cali W l 
ho ng for a part and I was 
mable to tell whether we had it Axles and 
volts meant t r to me before I came t 
that company, but I knew I'd be more valu 
able if I could hat the calls. So, with the 
guida f Miss House, I learned to read the 
inventory sheets, and find out if we had parts 
in stock Then when a man called for a 
l’-13 axle for a 23 Machine, I'd just turn to 
the $3 Ma ne parts inventory look for axles 
then for F-13 and ascertain if they were in 
t } I could the usually assure the if 
quirer that the axle would be shipped by ex 
press that noon—and I could tell him the 
price, too 
N ATI Al | cqu ng t 5 experience 
took many, many months elling it sounds 
as though my path mig have been smooth 
It wasn’t. Some nights, I'd go home and cry 
out of sheer nervousness Every now and 
then a salesman would literally jump on me 
for something I wasn’t to blame for. But I 
found I wasn't paid to offer excuses. If an 
error was made, it must not happen again 
Truly, I was learning. And, as it turned out, 


well! 


House sa 


I had been learning 

One Miss id the 
What a cold, clammy 
door to 


there had been 


manager 


fe el 


morning 


wanted to see n 
ing I had as I opened the his private 


office It was winter; and 
talk of cutting 
very best, but perhaps that 
not been good enough? 
Fortunately, my anxiety was soon | 
As I seated myself, expecting the worst, Mr 
Stockman 
“Miss Hughes, I’ve watched your work with 


much lown expenses 


done my 


said 


interest. You may be young, but I've ob 
served that you're a very determined, ambi- 
tious, and loyal young lady. And for that 


reason, and upon Miss House’s recommenda- 

her position, with a 
substantial increase in salary. You see, Miss 
House is leaving us next week to be married.” 


tion, you’re to be given 


7 


> JUST being good is useless—unless you are 


good for something.—W. A. M. 
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Finish What You Start! 
HERI 


—great 
be made a decision 
the way chosen is followed sincerely and hon 

usually come out 

ahead: the trouble lies too often in the doubt 
we possess concerning our own ability. Yet, 
prone to blame the world for being 

a chance” when most 


to “give us 
will not give ourselves a real 


times in the lives of all men 
en a decision must 


f importance. When 


are 


and small—w 


estly, the follower will 
} } } ’ 

, 
we are i 
unwilling 
of the time we 


chance 


Do the best you can. Make every effort 
you can [ry as long as you can last... if 
you are knocked down, at least kick one foot 
When you have given all you've got in the 


best way you can, you have done more than 
and your su 


you anticipated. 


most people 


than 


WHY I LIKE MY JOB 


Readers tell us in this column experiences 
they meet with on the job. Why not let us 


hear about your work? 


A Position, Not a Job 


pe N I walked up the g1 
the trees to the small office of 


paneled I knew I wanted to work for 
the Foundation. The atmosphere of courtesy 
and culture evidenced the 

interview enhanced that Events since 
my appointment have the joy I felt 
when notified that I was to report the follow- 


avel path under 
new 


wood, 


entire 


throughost 
" 


aesire 


justihed 


ing Monday. 

Che position open, that of research secre- 
tary, required experience; technical skill in 
typewriting and difficult dictation (medical, 
with psychiatric terms); filing; diplomacy 


(through the secretary must pass none of the 
intimate, personal information about people, 
famous and otherwise, which daily comes to 
her hands); and, incidentally, cooking, for 
the daily routine is relieved by making and 
serving coffee at eleven and tea at four 

After setting up a system for cataloguing 


books, indexing the files, and recording gen- 


eral information: instituting a system for 
checking on material taken from the files; 
and sorting and classifying an accumulation 


of material, my desk became the clearing 
house through which all material going in or 
out of the department had to pass 

When one the variety 
sponsibility of my work, then 
fact that I learn 


and re- 
that 
every day 


considers 
adds to 
something new 
and have employers who treat me with the 
utmost consideration, is it surprising that | 
say, “I have a position, not a job” ?—K.F.P 
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THE LEGAL SECRETARY’S JOB 


Legal terminology, and the problems to be met in taking rapid 
and accurate dictation in a law office, are discussed this month 


By MARION A. WIRT 


Research Secretary, Public Administration Research Project, 
University of Southern California 


UST as every commercial activity has a_ less concerned with t . f the 

language of its own that the new secre- various tert than she will be with the prac 

tary must become familiar with, so has tical problem of what a certai: “ee 
law a manner of speaking that is almost intended to accor For exan may 
unintelligible to the uninitiated. One who is a not be able t letermine when a mplaint 
student of English grammar is at an advan- hould | ' . 
tage he re, tor the Irequent ke ng, inv Ived a demurrer ¢ yw that a 
sentences must be broken up into their com- demurrer, assuming t truth of the matter 
ponent parts in order to bring meaning int alleged by an opponent, sets up that it nent. 
chaos. Remember, when you are tempted to ficient in law. and is therefore mone 
hecome impatient with what appears to be by a “Memorandum of Point | Authoritie 
repetition and circumlocution, that in legal in Support Ther * 


instruments it is vitally important that what 
is said is exactly what is meant. The secre 


tary must accustom herself to watching sen- Taking Rapid Dictation 


tence structure very carefully. The dictator 
often becomes so involved in his own words AMILIARITY wit necial tet n law 
and thoughts that the subject and verb of his ll be of great a tance in taking rapid 
sentence may not make connection, if, indeed, dictation. Because tl we stock expr 
a verb has been used at all attorneys will often hurry over certain word 
If the dictation is not too rapid, and if the groupings ich as “heirs. executors. and as- 
dictator does not object to interruptions, a sions” or “Know all men by ti presents 
tactful word here will clarify the matter for The clever secretary will equip | ail with 
the secretary. “May I read that last sentence mndifed ae tags as . a Oe 
to you? I’m not sure I have exactly what airnsen: they w ~~ writing 
you meant.” Remarks such as this will some- mal fo ‘ int . _ 
times call forth a revision. The secretary will, dist 7 ‘ “ “, ae sleene , » whe 
of course, make obvious rewordings or im- even a very abi tenographer will rd put 
provements in sentence structure herself. Some 4. get a ee antes , , } 
secretaries find it helpful, when the speed of lewver chon iensas, | an the stated ta 
dictation permits, to punctuate as they write, Flowd Gibbons rate of snes 
circling commas, colons, and semicolons, or There ar: veral orotective ¢ es that the 
marking them in some other distinctive way tO) cn-retary ma ; — se this 
prevent confusion with shorthand outlines. First. it may be 1 hle to train the lawver 
Paragraph markings, inserted where they art so give vou the | from which he is citing 
apparent during the dictation, are likewise of afeor fas through « t 7 e pr 
assistance in subsequent transcription. “een ae A: ones ; : ae 
cedure, eve € 1s ¢ i it a erate 
_ ' rate of spec 1 the ) about 
IHE terminology used in legal business is cance? 2 teiel ore J as 
usually quite foreign to persons outside the ‘allt ae Bribe ey . 
profession. Terms most frequently used will ton a. ge : : ‘aoe os Be ak ile 
be listed and defined in the numerous text- ~~ has nto S eye . cbr petergie ~hite 
books in business law. The legal secretary ae ‘ om Soin : ' 
must be well enough acquainted with these  ,, ait? ~ gente aeleron a ee ete 
expressions to be able to take them readily in =. om A ; bs sap Me 
dictation; eventually she will build up a facil , whe . wl vastong-stame My , scons 
‘ needed for further legal researcl 
ity in their use that will enable her to write Tien to eed © Gt Letina ell abet 
some of the more stereotyped letters and legal eh adn te a a a 


mark or i heate wl 1 h passages ar¢ c 
instruments with little preliminary instruction . 
from the attorney himself "This has reference to a particular state and may not be 
"7 . true in 1 cases, Dut it is typical of the practical knowled 
In the early part of her career she will be of procedure valusble to 8 tecreary, —— 








A Few Special Forms for Some of 


above described 
above entitled 
above mentioned 
abstract of title 
accessory after the fact 
accord and satisfaction 
according to law 
according to the evidence 
alienation of affections \ 
allegation 

amendment 

a priori 

articles af agreement c 
articles of copartnership 
assault and battery 

assum psit 

bill of costs \ 
bill of exceptions 

bill of sale ( 


bona fide 


breach of promise 


by-laws ( 


cause of action 


caveat emptor 


caveat venditor 


certiorari 


cestui que trust 


chattel mortgage 


- 
4 
yy 
. >7 
\ 
Vf 
a, 
{ ~_ 
r 
rf . 
/ 
t > 
+ 
C 
> 
‘ 7 
' 
a 7 
yy 
‘ 
A 
4 
5 
Oo 
ss 
LA 
( 
a 
r 
> 
sy 
Ahk 
xX 
Zao * 


circuit’ court 


civil action 


civil law 


condemnation pro- 


ceedings 


condition precedent 


condition subsequent 


ontempt of court 


contractual 
contradictory 
contributory 
controversy 
co-Te sponds nt 
rorpor il 
corpus delicti 
corroboration 
corrupt practices a 
counselor-at-law 
court of law 
credible evid nee 
cross-action 
cross-bill 
declaration 
decrec 
de facto 
defamation of char- 
acter 


defective title 


de jure 


relations 


evidence 


punishment 


ne glige nee 


( 
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the 


co 
4 
4 
district attorney 
a 
document ry evidence 
OL 
dov er rights 
7 
duc proce f low —/ 
< c 
embezzlement 
L 
eminent domain . 
et al 5 
¢ 
ex post facto cy 
executors, administr iors, ao - 
and assigns ¢ 
executors, administrators, >> 7 
or assigns © 
exemplary damages 2 
f 
9 
ex-officio Z 
¢ 
ex parte (7 
_” 
extenuating circumstances > 
fee simple 9 
J 
< 
( 
fraudulent aa 
freehold Ce 
/ 
grand jury 
guilty > 
guilty of negligence . 
. -~ 
habe: s corpus { 
hearsay evidence G0 
9 
oO 
heirs, executors, and a 
administrators 
. © 
heirs, executors, or — 
< 
administrators 
> 
heirs, executors, and FA 
assigns , 
. 
> 
hourehold goods and effects A a, 
* » 
5 
. 
husband and wife fy 
illegal practices S T> 








————————— 
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Commonest Legal Terms and Phrases 


illegitimate business e ~ notary public tf safeguard 4 
4 » 
indorsement in blank a of your own knowledge («a search warrant A 
( ) 
indorsement in full ae ordinary circumstances self-evident 
infringement of patent paramount title seriatim a-¢ 
a 
injury . patent pending set aside at 
in re patent office ’ set off ~ ) 
installment a peculiar circumstances . signed, sealed, and de- 1, 
4 of the case Oo livered 
. _ ‘ ". 
institute proceedings - penal offense ituate, lying, and being PA 
» { 
interlocutory decree per se , sole support = 
C 
in witness whereof 20 preliminary hearing e e solicitor general 
“ | 
a 4 . , © : > c 
lecevelancs “o" premeditated tatute of Frauds 
° ¢ 
- { 
~ ce 
know all men by these —- » preponderance of evidence tatute of Limitations 4 
i 
presents = C 
nown heirs > rreponderating evidence &, status que 
a — prey ‘ 
larceny \ r4 prior right di superior coust 
last will and testament = \ privity of contract supreme court 
d 
letters testamentary ‘ Aa prosecutor 1 surrogate court ‘ 
life estate j proximate cause ( survivor 2 
Zz 
< 
liquidated damages on quantum meruit ’ tax exempt 
lis pendens ‘ "of o real estate / this indenture witnesseth 
; y 
litigant os recovery _ to whom it may concern “ 
magistrate’s court / relevant e trade-mark 
> Z 
+ 
malice prepense ra , repudiat trespasser 
i - > 
4 
: » 7 
master in chancery "i 7 reservation , tribunal 
‘ 
‘4 . 
measure of damages - residuary ‘ trial 
7 _A } 
murder in the first resolution . under the present circum- ( 
degree , stances of the case ) 4 
negotiable paper 3 ‘o restitution 7 vested rights —_— <4 
5 ) 
next of kin cc. right of survivorship 2? «~ C®@— violation S 
/ ] 
nominal damages C right, title, and interest “4 writ of certiorari —"Z 
/ 








copied, although tl is sometimes difhcult to 
do if many ellipses are made. Occasionally no 
citation will ya tated q ta in 
Mw cn ey t Cla Mma he il t b- 
serve the pat . nd bta is much 
more inlorma pe ea t ition 
for future mparison 


curacy, mal i pra e to turn the file 
il volve | a it t cl e€ ol 
the dictatior . is then fortified with all 
availabl niormatior i t proper Names, 
addresses, dates, at ther specific data. Where 
this is ce 1 tal | VS he need not 
interrupt during « ition t isk verification 
Sik i I tor the repet 

tion ta t i proper nan 

is bee ‘ " i en gency to 
slow ad wr iD ctat ' 

In large \ there are several 
ecretal i ( I att cy solar 
aS IS | arn rl is called t 
work on a gi\ ” In this way she becomes 
acquainted w tie tor behind tl case and 
with the nan { es, and any unique con- 
‘ relating t 


Designating Citations 
i Yee legal secretary will need to know 


enoug! a it egal | bliography to be 
able to locate citatior tor the purpose of veri- 
fying both her own accuracy in taking notes 
and the lawyer n giving then No citation 
hould go out of the office without being 


checked, even tl | it core t the secretary 


written tort \ ittorneys are capable 


secretaries must not be. 


This is not such a difficult task as it might 
pear to t ca i pserver olf the strange 
mbinations of letters and figures that are 
ed to designate particular pages and cases 

in t multitude of legal reference books. For 

example, “180 U.S. 409” in ordinary language 
refers to volume 180 of the United States Su- 

pre Court Rey page 409 
Constant usag .2 more common rete! 

ences will familiarize t secretary with these 


abbreviations if she takes care never to write 
a citation without k1 ng its meaning. For 
a concise but adequate discussion of the use 


i the law library, textbooks on research by 


Macdonald and Spahr and Swenson are a 


valuable guide.* 


C[ONFRONTED with legal citations for the 


first time, the new legal secretary will again 


find common se! her greatest asset. There 


*Austin F. Macdonald, Elements of Political Seience Re- 
search (New York Prentice-Hall, Inc 1928) pp. 11-36 
Walter Earl Spahr and Rinehart John Swenson. Metheds and 
Status of Seientifie Researeh (New York: Harper & Brothers 
Publishers, 1930), pp. 177-210 
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are many sources from which she can find the 


correct way to translate an abbreviated cita- 


tion into a complete one a vice versa; prob- 
ably the best of these is the volume cited itself, 
which will usually contain references written 
both ways. Several points of general infor 
mation may be noted briefly 

(1) The figure preceding the name refers t 


the volume number, the figure following refers 
to the page in that volum« 

(2) Several citations may be given for the 
same case, indicating that it is to be found in 


any ot these places 


(3) The National Reporter System (pul 
lished by the West Publishing Company) is a 
much-used system of reporting federal and 
state court decisions and is arranged in the 
following divisions 

Supre e t | Reports Sul Ct wr S. f 
I le Reporter ke 
T he \r } 4 } 


The Southern Reporte ~ For Ala 
ama, Florida, Louisia Miss 
The Southwestern R te S.W For 
Arkansas, Kentucky Missou Tennessee 
and Texas 

The Ne “ York Sul nt N y Sup] 
ord f New York.t 


te and we urts ol re 


(4) Without going into the legal content of 
ny of the volumes, other references published 
by various compamies are ire uently encour 


tered 


\ € r I w R \ ated A.L.R 
Lawyers’ Re \ i L.R.A.) 
Corpus Juris (C.J 

United States Supre { Rey s Law 
yers’ Edition (I fF 

{ c States (ode Ar : US. 4 

R ge UCase I aw R.« 


FINALLY, it is important that the secretary 
know where to look for elusive facts and when 
to ask questions, If she is thoroughly familiar 
with all office records, she will know when 
the facts are not in the office. Then she must 
be a compendium of knowledge on how to find 
out what she needs to know. If a filing date 
is not recorded on a legal instrument, she will 


know that this information is available in the 


tSpehr and Swenson, op. eit.. p. 189 
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office of the clerk of the court, and which 
clerk of which court. If she needs to know 
the correct corporate name of an organization, 
she will verify it with the proper division of 
the State Corporation Commission. If all other 
sources fail, she will be able to face her em- 
ployer and say, “Mr. Johnson, I have checked 
with the Corporation Commission and they 


ave no record of the Blank Corporation 


Shall I call the company’s office to inquire, or 
do you know whether they may be a partner- 


ship instead of a corp ration?” When she has 
' 


acted intelligently and gone as tar as s 


€ 1s 
able. the lawver cannot resent being disturbed 
to consider such matters personally 


To be continued next month) 


AND HE GOT A JOB 


| ON’T think that just by learning short- 
| roth you can become the president of the 
bank! We have heard such things premised 
when a school was in dire need of a student, 
and the prospect has fallen for it. Despite 
the fact that he did not achieve that goal, he 
did get a much better position than he could 
otherwise have obtained Here is a tru 


story that can be authenticated at will 


A YOUNG man « int 
time ago and told Mr. Hagar that regardk ss 
lent background and a college edu 


tite ortice SsoTIK 


ame nt 


ft an excell 


ation, he somehow could 1 secure any I 


except that of “bondsalesman.” And you know 
what a fellow can make selling bonds wit! 


graduates of all the universities jumping int 


that field as soon as they leave school There 
ire, no doubt, a great many of them who d 
make a living at it, but—what about th 
rest? 


“If you learn shorthand,” said Mr. Hagar, 
‘you can get a job any time. You have every- 
thing excet 
willing to p 


way to success 


t something the Ousiness worid ts 
I 


for. Get that and you're on your 


Now, let us quote from a letter that we 
received from this young man 
“I remember that you told me early in the 
summer to have no fear about getting a job 
I must admit that I was a little concerned, 
but it seems that it was entirely unjustifiable, 
for I am happy to say that I am now secretary 
to the director of the General Motors Parade 
of Progress. It was a great break for me! 
1 position for a young man lik 
myself, and I am more thankful than I can 
say that I spent this summer learning Gregg 
“I don't know whether or not you've ever 
heard of the General Motors Parade of Pro- 
gress. What it amounts to, in short, is a giant 


It is an idea 


; 
: 
' 
: 


publicity program, conceived and carried out 
on a large scale, for the purpose of creating 
good will throughout the country for our 
own corporation and for American industry as 
a whole. It consists of a number of mammoth, 


specially designed trucks, eight huge stream 
liners, about twenty passenger cars, and fifty 
hive persons In most of the sizable cities, 
we set up our exposition, give a series Ol 
lectures, displa and exhibits on science and 


industry, and after a few days move on to the 
next city. We are to spend the winter in the 
south, visiting Florida, Cuba, Alabama, Mis 


sissippi, and Kentucky, and move toward the 
north and west as the summer comes on 


“I am writing this to you, Mr. Hagar, t 


tell you how much | am indebted to you for 
your help, y ‘ igement, and tor your 
very go in 1 rm g a school 
to me.” 
r , 
Puis r it a picture that every boy 
s wld study H re isa u i wi ] i 
gra lu te if Dartr t wik u ] ive 
taken a position it s father’s firm but pr 
ferred t go-on | ow! iW met m tix 
company Ss i 1 t ne t I 
advice, and gave t letter i t 
which assure ! terview I \A ad 
ed to lea rt l, took t advice and 
ring the er gave W t t 
the twi t Ha plete | ‘ st 
t Sept er wa set and red 
| nirst yp the \ x Phi 
a St that VM \ I r 


THE BOSS’S LAMENT 
Why? Why? Oh, Why? 


HY is it (though no doubt she tries 
She never completely satisfies? 
She’s always forgetting important things 
Like answering the telephone when it rings 
And she lets a salesman walk right in 
(He probably gave her a charming grin 
And though she has an hour for lunch, 
She brings back something-or-other to munch 
She's late in the morning, she leaves on the dot. 
So, thinking it over, she’s not too “hot.” 
But what can I do? I've searched everywhere 
For a perfect steno (with golden hair) 
Who takes dictation with a swish and a whir, 
Then types it off at sixty per. 
You know the kind, all dreamy and cute. 
And with some brains tossed in, to boot, 
But, woe is me—no luck, so far 


Get along there wagon, follow that star! 


Margie Quinn 








~ 
i 


to 





The Lincoln Memorial at Hodgenville 


Kentucky—the 
“Blue Grass” State 


OMANCE and beauty are brought to mind 
R by the very name of Kentucky. It is not 
the fact that she has a population of 2,846,000 
(seventeenth in rank among our States) that 
we recall, but the illustrious names associated 
with her  history—Daniel Boone, James 
Harrod, George Rogers Clark; her famous 
sons—Abraham Lincoln, Henry Clay, Jefferson 
Davis, Zachary Taylor; her First Lady, Mary 
Todd; her beloved composer—-Stephen Foster 
It is not the fact that within her borders li 
40,598 square miles of land that give her 36th 
place in size among our States, 
but that this area contains many 
i the most unusual natural won 
ders in the country 


‘THERE is the far-famed Mam- 
moth Cave, with its hundred miles 
of winding subterranean pas 
sages, its mysterious Echo River, 
its curious Star Chamber. And 
in the same neighborhood beauti- 
ful Onyx Cave and the interest 
ing Colossal Cavern. Kentucky 
has her Natural Bridge (in Wolfe 
County) that spans a chasm 
sixty feet wide and forty feet 
high; Sinking Creek (in Breck- 
inridge County) that disappears 
for several miles and comes out 
from underground again as a huge 
spring flowing from under a hill 
There is the Ice Cave, in Cald 
well County, that does not melt 
even in the summer's heat; Indian 
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mounds in Anderson County, and 
68-foot waterfalls in the Cumber- 
land River that show a moon- 
bow, something that is not visible 
anywhere else but in South Africa 

Unique, too, is the Federal gold 
depository at Fort Scott, which 
houses the world’s largest supply 
of gold bullion. 


IT was at Sinking Spring Farm 
on the Big South Fork of Noli: 
Creek in Larue County that Lis 


coln was born. The site is now a 
national park, and the old log 
cabin is enshrined in a beautiful 
granite Memorial building, th 
cornerstone of which was laid by 
» ap eccomaes Theodore Roosevelt in 1909 on the 
centennial of the Emancipator'’s 
birth The birthplace t the Cor 


federate president, Jefferson Davis (at Fair 
al ked by an obelisk 
351 feet high, second only in height to the 
Washington Monument at the Capital 


view, in Todd County ) 


KENTUCKY'S chief resources are bitun 


nous coal, petroleum, natural gas, fluorspat 
and limestone, iron, lead, stone and cement; 
and her chief crops, corn and tobacco. Only 
North Carolina produces a larger tobacc: 
crop. The state ranks first in production of 
hemp, and livestock is an important industry 
Kentucky blue grass and the rses bred on it 
are famous the world over. And who is there 


who has not heard vf the Ket tucky Der! yt 
But while farming and stock raising still en 
gages more than hali the pe opl ot the state 


mills, foundries, and factories increase apace 





KEYSTONE VWitws 


Echo River, 360 feet underground, in the famous 


Mammoth Cave 
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WHAT SCARED HIM THE MOST 


Knowing yourself prepared for a task, whether it be facing tigers or 
a big day’s assignment in school or business, youve nothing to fear 


By FLORENCE ELAINE ULRICH 


[E thing that frightened him most, Mr. your fellow students, and then somehow the 


' William Seabrook wrote in a current tact that you are a little better gets around 
AZinie was not the fear that comes il you are ft nmended tor a very fine 
\ i : i pall | i i ’ mal tiie etter jobs 
| kK NM i i Wii 
i 2 rk 
i I tha 
. ‘ | 
i ‘ i } i the 
) " " ping 
| ‘ } ‘ 4 g Of 
i \ i alte 4 
i ‘ ( [x a re snaiis 
\ " \ y i " prol 
iA ip ‘ > k | ‘ irs 
r i | per ict VW 1 LAT } i n | AX 
i i ass i ‘ ’ i i Rive 
( pa h | wv ! ’ : at’ are mts 
Nn i c A i ‘ a) ‘ i nute 
| i x as and 
re i i i i Hue ] 
i i \ vrote 
al pra 
i i anced 
i | g 
K\ Y i \ i > i ‘ Sine ! 
. 3 i ¢ 
~ ‘ “ 
, Q 
vs potentia to be 
Ait ( i i ‘ ‘ 
i ‘ \ \ { i ‘ J 
l a> } i ] ‘ i \ 
i a 1 cp s i \ ik 
* I i \ ed a litth i “ l xecute 
i i i My ny] ‘ ip ] 
. \ | 
‘ - a i 
\ s s ~ ave 
‘ i I 
i , ‘ ‘ | iY 
i i i 1 é CITE 
< excep way ‘ ett ! i , gy it 
The a ‘ " ‘ ‘ Some the 
9 yim yire it i | tiv 
Af < ‘ | " exp ? c M i \ \ ] es Mm 
p 5 wi « i i . i ly \ He 
be t to | N while | Sintra ng : . A : i 
‘ king only of beating the fellows known a Gregg w 
. 5 c 5 Re i latte 


a . 7 . i 
PHA s the way it 1s wit . rihand study Wor r p i at a tine vritk t ver 
ou practice ecarnestiv and weli t per i your a ver wait mtil i X¢ rte 


skill in shorthand and typewriting, vying with form freely, skillfully, and correctly Even 
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ten or fifteen minutes a day of this kind of 
practice, in the evening after supper, say, will 
be amazingly helpful in increasing your effi- 


ciency on regular assignments. Invariably the 
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want to enter this contest also. If winning 
a prize seems a bit remote to you beginners, 
practice, anyway. Just think of the story 
of the shipwrecked crew who, having been 


























student who devotes a little extra time each adrift in an open boat for several days, began 
day to this O. G. A. practice distinguishes to feel quite hopeless of a rescue. They'd not 
himself in his class work With the lovely sighted a ship since theirs had gone down. 
pin award to work for, you develop this addi The hearts of some of them were begin 
tional skill painlessly ning to sink. How- 
and unconsciously, Re ee ey ever, one refused to 
b)3 ‘ 
the foundation of a ; ‘ R 1 zi b \@ be despondent He 
good writing style, [f/; oner 4 oI 8 em ers ‘@ sang and told stories, 
expert stenography 1s h = o* This certifies that the studenten =o oS ee 
built. The Junior Ly % whose names are inscribed hereon } away heartily at the 
O. G. A. is the first : * have won membership «a in the + irs Suddenly he 
milestone in that di- |} SERS ws Order of Gregg Artists {jumped up. “What's 
rection : wee e that’” he shouted, ex 
here is an award [}(§e % © cited pointing into 
awaiting you in typ Ma the distance “Isn't 
ing, also—the Junior fj that land over there?’ 
O. A. T. Membership y iF thes Che mate’s gaze fol- 
Certificate This test [I Ay fy lowed the pointing 
focuses attention on ' pret Att rte” finger hopefully, but 
smooth, even stroking [}( 4AtAA Set lus light died trom his 
f the keys (there is i} y } s- eyes is he replied 
no particular speed ) - Oy Ata ien dis solately, “Ne 
requirement), neat ») fi as0t-—Letcad that’s not land. That’s 
copy, and mice ar ,Or02 nly the horizon.” 
rangement ot the }) me ce LZ. < 9 ed Well, hang it all.” 
margins Of course, J\ 4 tarted Bitlle said the optimist, 
you must be accurate , ‘ Sp s " bending to his 
on this test ; other ) t. PEPER <s Lelore/ if at’s better 
wise, you could not ') f * Sbéa 1 j040~ than nothing Let's 
be classed as a Junior \ 4 ? 4 
Member in the r Irder / A\eetig A lation 
of Artisti lypists ) Ir your practice 
) brought only a better 
S TENOGRA writing style, it would 
PHERS should try be well worth work 
their hand at writing ing for. But I think 
the O. G. A, Mem- you can win all of the 
vership Test and prac- The O. G. A. Honor Roll, which can be used beautiful awards as 
ticing the Competent ness efeciinelp according fo the ple presented = well, What do you 
Typist Test along copies now ready. Send for yours. think? It depends en- 
with the advanced tirely upon the atten 
students this month, Some good serious tion and zest with which you practice now. 
practice on these tests will increase typing Oh, yes, and upon regularity of practice 
speed and accuracy and shorthand legibility No need to worry then about any of the 
and speed. These tests develop skill, while psychological inhibitions, sometimes designated 
offering fine awards Every week brings as fear, when pitting your skill against other 
stories to this ofhce of stenographers who stenographers in the classroom or in _ busi- 
have bettered their positions through efficiency ness. Turn to the O. G. A. and the typing 
earned on these tests. The incentives make tests for this month—and more power to you! 
every minute ol practice interesting and 
enjoyable 
m Punctuation Problem Solved 
THERE are other delightful awards to 


Internationa! 
that 


come, too. And there's the 
O. G. A. Contest for shorthand 
brings together from 30,000 to 40,000 Gregg- 
year. 


writers 
ites from every part of the globe each 
Ihey vie in friendly fashion for honors in the 
greatest shorthand event of the year. You will 


> FROM a schoolboy essay: “A semicolon is 
a period sitting on top of a comma. Some think 
that the first time a was 
when some man did not kn 


ie 


semicolon was used 


w whether to us¢ 


a comma or a period, s used both of them 


together.”"—Accredited News. 
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October Test Material 


[All clubs of test papers should be accompanied by a typewritten list 
certificates 
November 


making out 
until 


and insure accuracy in 


Senior O. A. T. Test 


Set up the last three paragraphs (column 2) on a 


separate sheet, as Part 11 of this test, tabulating the 
records given. Supply your own titles for both pages 


Toronto, Sept. 10—The United States Na- 
tional Typing Team outwrote Canada, both 
outwrote William Shakespeare, and new 
records for long-distance key-tapping were 
set in the two-week non-stop International 
Typewrit ng Marathon 
last midnight’s close of the Canadian Na 


which ended with 


tional Exhibition here. 

When divided by the 19,440 
which each team typed, the figures reveal 
that the tact than 
two words per minute faster than ‘the Ca 
nadians. American totalled 68,755 
to the Canadians’ 64,387, giving the Amer 
1,596,243 words and 
hus the 
minute 


minutes 


Americans were in less 


errors 
cans a net score ot 
the Canadians 1,560,577. 
averaged 82.1 

Canadians 80.2. 


tormer 


words per and the 


Star of the which the 
Canadian National Exhibition has put up a 
perennial trophy, was comely Mrs. Lee M 
Fairbrother, of La Jolla, Calif., represent 
ing San Diego on the United States team 
elected Mrs 
Fairbrother’s Marathon score was 162,433 
and 3,037 errors for a net 
score of 159,396. 


On September 7 she electrified some of 


competition, for 


of which she was captain. 


vross words 


to have 


during its course by 


the hundred thousand estimated 
Marathon 
pounding out in a single quarter-hour 1,654 


seen the 
words with only 35 errors, giving her a net 
score of 1,619 words or a per-minute aver 
age of 107.9. In terms of copy less difh 
cult than Marathon officials 


estimated her speed for this period as close 


Shakespeare, 


to 135 words per minute. 

Outstanding performer on the Canadian 
National Typing Team was petite Patricia 
Joan White, of Vancouver, who grossed 
155,280 in her 27 hours at the keyboard with 
3,371 errors and a net score of 151,409 
words. With Mrs. Fairbrother, Mrs. 
White won a trip to the New York World's 
Fair for turning in the best score for the 
Canadians. 


expedite checking 


membership tests 


* mames to 
October copy is good as 
25, 1939) 


The twelve members of each team were 


} 


py e| conducted 


chosen mination contests 
during the summer in a dozen widely scat 
tered cities in the United States and a 


Professional typists were 


intention being to select 


dozen in Canada 


} 


barred, the teams 


of “average typists typical of either coun 


try. Individually, they performed as fol 


low Ss 


Un ted 
Mrs. Lee M. | airbrother, 


\’ ‘| eam 
San Diego, Calit 


National Typing 


States 


gross words, 162,433, errors, 3,037; Mary 
] Gill, Denver, Colo., 148,522, 8,332 
Charlotte Nvyerges, Cleveland, O., 147,031 
7,189: Louise Whitetield. Washington 
D. ¢ 141,117, 2,135; Ruth Van Stone 
Evansville, Ind., 141,124, 2,814; Bessie ] 
Denton, Knoxville Fenn., 140,138, 8,145 
Elinore Strong, Columbus, O., 135,389 
6.450: Rosalie R. Weber, Birmingham, Ala 
132,129, 3,607; Antone E. Kreticos, Fort 
Worth, Texas, 131,106, 7,639; Lucille Per 
kins, San Francisco, Calif., 127,396, 3,976; 
Raymond L. Bennett, Houston, Texas, 128, 


5,924 How ird \1 
enn., 129,773 


1,664,998; total errors, 


National l'yping eam 


Hudson, Mi mph S 


words 


$40 
YU) Total vross 


68 755 


& inad an 


Patricia J]. White, Vancouver, B. ( gross 
words, 155,280, errors, 3,871; Elsie Beston, 
Toronto, Ont., 148,418, 3,728; Ethel Cross 
on, Regina, Sask., 147,588, 3,713; W. Roy 
Harrison Winnipeg Man., 143,715 
4095; Goldie Hiller Edmonton, Alta 
140,835, 3,566; Bess Polansky, Montreal 
P. Q., 131,715, 3,223; Agnes M. Thomson 
Halifax, N. S., 132,464, 10.536; Mary Ann 
Burns, Ottawa, Ont., 128,513, 6,603; Mar 
garet P. Murphy, London, Ont., 126,075 
4.476; Mildred E. Morton, Hamilton, Ont., 
127,499, 6,669; Mary McKinnon, Calgary 
Alta., 127,418, 10,010; Effie M. D. Smith 
St. John, N. B., 115,444, 3,897 Total 
gross words, 1,624,964; total errors, 64, 
387. 


T. Test 


Copy the first column of the Senior Test material 
Junior Test copy, or select some material of 
your own, if you prefer, that will make a test of from 
250 to 300 words See how neatly and accurately 
you can type your copy without erasures or strike- 
overs, and with even touch 


Junior O. A. 


as your 
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October Competent Typist Test 


Use double spacing in typing this ten-minute test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 


oiusuatehadena ~ x “yy ++ — + — ~~" pli 
Strokes 

With that, the things of the world shrank to nothing. 55 

In the southern sky, opposite the waning sun, the night, 112 
already settled over the pole, was pushing forth a bulging 171 
shadow, blue-black and threatening as a storm sky. Could 229 
one see in it the first nervous movements of the aurora 285 
australis? One could not be sure. A frozen nose and cheeks 346 
sent me below before I had time to find out. But while 402 
sliding down the ladder, I was sure of something else, 457 
which gave me a bad turn; and that was that in helping $12 
the tractor men stow the sledges I had fallen and 562 
wrenched my shoulder. 585 
In the shack I stood for a long minute, rubbing the 637 
shoulder. Bad business, I reproached myself. Here you 693 
are starting the biggest job of your life, and yet you have 753 
blundered and crippled yourself. For things were in an 809 
awful mess. The tunnels were a jumble of boxes and fuel 866 
drums, and it would probably take weeks to put them 918 
straight. Well, I could not live that way even at an 972 
advance base. Only one pair of shoulders was available 1028 
for all the lifting and moving and shoveling; and they 1083 
were fifty per cent out of commission. 1123 
But there was no time just to sit and mope. Using one 1178 
arm as best I could, the job of cleaning up my own Augean 1236 
Stable began. Absorbed in the task, the ache in my 1288 
shoulder was completely forgotten. The hours melted 1341 
away ; it was past midnight before I thought of stopping. - 1399 
I paused only long enough to brew a pot of tea and to 1453 
munch a few crackers. Although there was little to show 1510 
for the day’s work, one could at last move around in the 1567 


tunnels without tripping over duffel bags, food tins, and 1625 
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bundles of bamboo marker poles. Tomorrow I would 1675 
commence unpacking the books and racking the medical 1728 
stores in a handy place. Later on, there would be food 1784 
and fuel to put in order in the tunnels. The main responsi- 1843 


bility, after all, was the meteorological instruments, which 1904 

were running smoothly so far. I took time out every hour 

to inspect them, a practice that I wanted to become a 2016 

habit. Already they were being regarded with the warm, 2072 

covert look reserved for good companions. 2115 
With the work of the day done, it was permissible to 2168 

indulge in the luxury of meditative inventory. It was 2223 


good. The means of a secure and profound existence were Ni 
all handy, in a world that could be spanned in four strides 2340 
going one way and in three strides going the other. It was 2400 
not a bright world. The storm lantern hanging from a nail 2459 
over my bunk burned dimly; and the gasoline pressure 2512 
lamp, suspended from the ceiling, seemed to concentrate 2568 
its brilliance all in one patch, making the shadows seem 2625 
the darker. But the dimness was rather to my liking. It 2683 


gave depth to the room, and somehow made my posses 2733 
sions seem the larger. 2757 


My bunk, which was fastened to the north wall, was 2808 
about three feet off the floor, with the head flush against 2868 
the eastern wall. At the foot of the bunk, on a small table, 2930 
was the register, a glass-enclosed mechanism of revolving 2988 
drum and pens which automatically recorded wind direc- 1041 
tion and velocity as reported by the wind vane and anemom- 3098 


eter cups to which it was electrically connected. The dry 3157 
cells that empowered the pens and drove the drum were 3211 
racked underneath. Across the room, in the southeast 3265 
corner, was a triangular shelf holding the main combina- 3320 
tion radio transmitter and receiver with a key fastened 3376 
near the edge. These were stand-by equipment. And above 3434 
this shelf was a still smaller shelf holding spare parts for 3495 
the radio.— Excerpt from “Alone,” by Richard E. Byrd 3505 
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Transcription Speed Project 


(335 Actual Words) 
oii | 
( 2? >— | diel , 
a * : a." 7A ~e . 
A 
? 
| ° 
27° 9 q va Gs 2 | \ > as 6a a 
—— fo. | 
, ( Pa . y, ~ ( f |. ¢ 4 7 2 f P ie, 
gq) 
a ~ ‘ ) , “> | ¢ - #, 
? ,) Z/ 
va ea... ” a c , .. hy | - rd = A = i “>< F 
/ ( . Ls 
/ Pe) ) J =e J~ > 
’ 4 = c ao” naw _ é XQ t . : =. « v 
s ‘ fad Ser J 
~ 
© ‘ = et # > ? 4 f . -_ -« 
a “a 
. $0 
) } ) 
( > > a , } > ‘ 
c = + ‘ , a a c , = fe) _ e 
/ | >» 
j 4 Yr 
‘ c 7 ¢ - < 4 Y —— o*z ~ ? . 
| ¢ 
e ; a » 4 ? ia ; 
( ~ ¥ PS * é s < o Oz _ Sf — i. fos z 
$ 


Q - - ras — 
Cc 
§ ‘9 = > e+ ° 
CG ~Q + C 
? 
om — . “= 
“ c 
vv 
/ 
Y & 
9, 
2 a Jf ys 
u “a ' 
« SZ é oc? A} 
"Fa < 
4a 
‘ G’ = Cc 
© 
> & ? , ~ 
< 


/ 
boghkl\|y ¢ , 
d d yY A Y e Ff rc > © oe 
& | ‘ , 
‘ . 9 sa 
7S al - A Lo |) ae... * 4 721 ' 9 
“~~ 
6 , / 
OQ , ‘\ 4 - y Ly 2 Y é i. 
¢ é ~ ae 
> on - y 
> 7 4 < 4 
a +e f L 7 CO 
| 
> | = 
= 
é = —e - —<— t 
) . 7 ) 
“? 0 a? | rr. > ~ 
—<__ ‘ 








Toa < tw = ¢ — —_ on , = 
10 
; ] ( , J ( - 
4 pf —— 5 ¥ 
> “ - < « 
iS as ihe ; 
, \ | ol 
7 a \ Cow | t. we ot Be Le . an _— 
) " Cn 
+ 
A (/638) 3 _ im # ») 


Tue Grece Warrer, October, 1939 ? 


QO. A. T. Club Prize Awards 


Esterbrook Fountain Therese Demers, Notre Dame Fern Brandt. Township High Mariorie Faber, St. Mary's 


Academy, Southbridge Scheol Morton, Tilinols High School Sandusky 
Pen Desk Set Massachusetts Filomena PaM®, Crawford Ohio 
Beverly Moore. High School Ann Ryds, Immaculate Heart Community High Sch« Frances Butler and Mary 
Colorado Springs, Colorado of Mary Academy, Buffalo Arma, Kansas Frances Henson, Warren 
Cyril Straub, Thomas Mayes New York Thomas Wilson, Beacon County High Shool 
‘end Betty Chornick. Sentor Edward Vaia, High School College, Wilmingtor Front Royal. Virginia 
High School, Johnstown Brookfield, Ohio Delaware Gilbert Leseke, High Set 
Pennsylvania Columbus, Nebrasne 
Agnes Lesko, Community 


Kazue Hashimoto and Tei)! 


Uehara, High Schoo! ’ ° ver High School, Ca ville 
a_i QO. G. A. Membership Test Miinots 
Joseph Gelson, Memorial Higt Doris _ Rta Teachers 
hoo West Ne y = . College. Bloomsburg 
—iez oo . The Emotional Drive Penneyivente 
Isabel Burnett. H Sehice 


Martin Wentwort! Hist Hed ; 
t? adiey alle 


Scho Puyallup, Washing 7 ~. 
tor sesarhusetts 
John Walsh. St. Me Hig | a i. Anthony C. Charewier. 8&8 
Oo ae. -. Ce ao Mary's High Set 


Sc how ct ag Illinois = 
Worcester, M t 
P ) Muriel Spreng r 


Gold Pin - BZ High School of Hi 
— 2a FF DE DVO —a ? hip, Pe 


to ; 
Fernande Frohe St Mary New Jersey 
Business Sc hoo Buffa - , 
, j Elden Fisher and 
New York C i # f? 
- 4  « _ Ericksor M 
Mary Lucas, St. Joseph ow <« an 4 id ¢ _ Service School, Dulutt 


Academy. Galesburg 


i “ Minnesota 
I nois P ~ » 
2? , - Alice Evans, Hi S 
Derothy LaCornu, Higt Sug A ° oe) ies 
a on ee +t —_ - Wewoka, Ok " 


Scho Kearne Nebraska ecelia Smith Secred 
Mary Prescott, St. Charles Hich Schoo ~ : 

Commercial Schoo Kar : 

Amherst, Nova Scotia _f7 We 0 QD Cc “we 72 — 

Canada l . Bronze Pin 
Fleanor Michel, Catholle f ? , : . , . 

Girls’ High School, . ; 7 vo 9g a od Anita ~~ as “t 

Philadeiphia, Pennsylvania Ta < eC J w t C ane ~e * 


Evelyn Haye High School 


Audubor lowa 4 
Elwyn Fox. West High ( t cr 


School, Aurora, Tilinots 


p Violet Moon, St. FE r ae 
School Sea ‘ w“ 


o> a co : a - ¢ Annctio many ond | a 


) or 


— ae. Se ; 2 High Schoo Dorct 
00 bride j 4A- fy Massachusett 
Maryland P ~ . v4 Pa yr ws oo Y c Jennette Westphal, Higt 
Dorothy Hoppe Queens -Chi 7 School, Westwood 
cora College, Charlotte Pd New Jersey 
North Carolina M ‘ 
ary Mioux ar Dolores 
Beatrice Lambing, High - ( 7 vO ; a = . e ( Husmann St Mary Centra 
School, Latrobe, Penn f . High School, Carlyle, 
sylvania 7 Ll ine 
Rita Mc Cormack, High 7 lA Thor Stept ' 
a yom a « ephen Glynn, Ke 
Sheol, Winchester, Massa 0 ‘ ol . 4 sj i > 4 F neth C. Danz, and James J 
chusetts 4 McHugh, St. Mel Higt 


Dorothy Hittle, Pacific Union School. Chicago, Tilin 


< ? 
College, Angwin, California " GC? 7A rd d . — Gn ~ 
1 yY - D AW a O Cc > Lola Hurd. Bent r 


High Schoel, Las Animas 
. . ~ 
Silver Pin / Z Colorado 
/ Ellen Washburn, Hich Sel 
Lorna Althea Boyce, Mooso wa 7 .- o> _—_ > zp | Hornick, lowa 
min Collegiate Institute, i. y Eileen Norton. ®t. Rose of 
Moosomin, Saskatchewan ¢ Lima Commercial Scho 
Canada . Newark New Jereey 
Louis Beford and Lacille 7 9) - 2... - - > 3 ~ George Mulligan Harrisburg 


Brodeur, Holy Family 


é z= << 

School, Worcester, Pennsylvania 

Massachusetts ( 2 C a ~ Virginia Frey Betty Gless 
Janice Johanson, High School, f ° ? om t ? ner. Dorothy Gemmi! 

Lanesboro, Minnesota Retty Jane Leash, Geerge 
Anita Deroy. St. Ann's og 4 t Trimmer, June Himmel 

Academy, Marlboro, ) a a right. Geraldine Dosct 

Massachusetts SS C ad , Betty Leber. and Anna 
Frances Telicen, St. Thomas / Miller, W am Penr 


the Apostle High School 4 Senior High School, York 
Chicago, Dlinots 4. 4 oO Pa e 6 ‘ 2 f Pennsylvania 
Z 


Academy. Harrisburg 


Isamu Nil and Hal Sasaki Gisele Tremblay and Rita 
Margaret Dietz Commercial , Laisesu, Assumptior 
School, Honolulu, Hawaii ( y) J Academy, Nicolet, Quebe 

Margaret Jane Sehubert, High o >. —_ p 4 7 c > ox “/ { Canada 


School, Wethersfield, Elsie Collins, High School 


Connecticut , Union Furnace, Ohio 
Joanne Tuttle, High School, - Catherine Mulvanny, &t 

Peterborough, New Pa a 2. we > an on ) John's Cathedral High 

Hampshire - d School. Milwackee 
Stanley Babihon, St. Louis Wisconsin 


College, Honolulu. Hawai! Continued om page 46 
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SALLY TIPS DOT OFF! 


Second of a series of letters from an experienced stenographer to her 
young sister who is just starting on the job 


By HELEN WILKES 


September 12, 1939 
Dear Sis: 


I knew it — I knew you'd find a nickname for your 
employer and that, my dear, is a cardinal sin. Even when 
you're speaking of the person you work for, never become 
careless and use his first name, his initials, or a nickname. 
That's dynamite, Sis, I know! 

Remember the last job I had? I never did tell you 
why I found myself filling applications at other places after 
a short month with that law corporation. Well, Dot, it's 
something I'm ashamed of, but just to point out how dangerous 
it is to use other than the formal address of Mr. Blank, here 
goes: 

Of course, you know I was very enthusiastic about 
getting that job. The office was grand —- air conditioned, 
well carpeted, and with the latest thing in office furniture 
you see advertised nowadays. Salary was excellent, too — and 
employers, tops. 

One evening, I was in a hurry to get away — had an 
appointment with the beauty parlor for a shampoo and finger 
wave right after closing time. And just at 5:00 P. M. the 
senior partner came over to my desk and said, "My secre- 
tary's gone for the day. I'm in a rush for these papers, and 
I'd like you to type them, please." 

A courteous "Yes, sir," was my response, though 
my heart sank as I looked at the clock. 

I plunked away page after page, not daring to call 
up and cancel my appointment for fear he'd walk out and think 
I was wasting time. Finally, as I pulled the last page out 
of my typewriter, I remarked to the office boy-—- 

"I suppose now that I've got this stuff out, Old 
Baldy will want me to kiss him goodnight." 

The next minute I felt awfully sick inside me, for 
there was the senior partner himself standing before my desk, 
his frozen face looking colder than a glacier. 

"If you feel that way about it, Miss, perhaps our 
organization is not the place for you," he remarked. 

Just because I was dumb enough to make a remark like 
that and lose a perfectly grand job, I didn't see the beauty 
parlor for quite some time. 

So, Dorothy, when you feel that you'd like to indulge 
in a little informality with names, don't do it at the 
office. A good steno always remembers that it's Mr. and Miss 


there. 
Affectionately, 


Sally 
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Wro’s WHO IN SHORTHAND SPEED 


A California reporter joins the ranks of the Diamond Medal Winners 


Reports EXAMINER A. A. BOWLE 





lenta \ 1} at g te vi 
t sa \ } “A ’ 
tor is a rea \ t s rtha Mr 
k i I it i 
rea i we 
npress¢ ( 
ree-lance t lf ter. But, belay there 
we re get i tor 
HIS studies Hea , 
milk ¢ 
secretary r 
eporti ‘ ' r 
Ben Rice ~- Cpanel 7 = 
. (,;revg ( t r 
O! Ho! and Ship Ahoy! Ben Rice has ground that 1 1 rt 
) poh into port. Now, Ben Rice has also he thought, would stand 
been hailed into court. Oh, not, me merry he stepped up to the t t 
men, for infractions of the penal code nor tor hand writing Mor t t it take to pay 
trathc violations His presence in court 1s oO his way t ‘ i Va mh ( e got 
his own doing. He wanted it, asked for it, another jol 1 truck! 
took an examination for it, and was appointed But, my nt get the not 
Official Reporter of the Superior Court of the that the w to t Court Reporter's Chair 
State of California, in and tor the County of through the t1 lucrative t 
Sacramento! that busine Ase It w t 
’ ‘ TY al 
Bi [ why this nautical language? Well, youd He sa 11 r | t t 
feel the same way, too, if you had read of the the ourse | t led taking, a t 
activities of this latest Diamond Medal win mights witl fe " all my time t 
ner. Ben Rice graduated trom a high school t next ir w ! Hed at Gr ( 
where he had NOT taken commercial work lege W he t low we ret 
And once out of school he realized, as many Sacrament vhere | 1 free-lan | t 
high school graduates do when they leave the a short time \ ‘ s where 
halls of learning, that he had nothing to sell ibility drew t ttention of those wl 


to the business world, no means of making a best help him along the way, for, as Mr. | 
livelihood So. having seen those enticing continues, “Whet illed t the court om 
pieces of advertising, “Join the Navy and See morning, I was fortunate « ih to have the 
the World Ben took to the sea for the next attorneys in ft \ al nice t 

six years, in which time he made three trips ibout my ability to read hack my notes, a1 
around the world. He spent several years it this immediate! t ited in a position w 
the China Coast run. At last he came int the firm of wl 1 member 

port and took train for Sacramenté 


Here he 


entered Sacramento Junior College and mad **THUS, tw s and t mont ifter I 
the honor Phi Theta Kappa—a seaman gon made my first I wa ( 
Greek-letter society ! trel ed ma reporting position, t 
THEN he decided hort 2 ig sg ct. age efi 

i aecided to learn short und It pie, taciie, ye t £ il nmcise syst 
was not long before he completed the elements, I doubt whether su a thing would have beet 
and soon he was able to record speech that possible under t rcumstances through the 
was dictated at 120 words a minute. Mr. War- use of any other trut tality now availabk 


ren E. Kudner, the shorthand instructor of Congratulatior Be Lice lay ¥ 
Heald’s Business College, Sacramento, which, tinue to sail the sea—the sea success 
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ALBERT C. GAW 


Widely known Reporter, Publisher, and recently retired N.S.R.A. Secretary 





PHOTO 8Y STAFF PHOTOGRAPHER OF THE ELEMART TR 


Mr. Gaw at his post in the Elkhart Superior Court 


N August twenty-fourth we saw and 
heard Albert C. Gaw make his last report 
National Shorthand Re- 


and but a littl 


as Secretary of the 
Association, 
two weeks later, on September 9, 
Elkhart, Indiana. Mr 


‘ 


livered his report to the 


e more than 
he died at 
Gaw, on 


por ters’ 


his home in 


the day he de conven 


tion, was even then a sick man, but with char 
acteristic devotion to his and to his 
profession he had travelled all the way to 
Des Moines not only to nineteenth 


report as 


duties 


make his 


consecutive annual secretary but to 
do more—to ask relief from the duties which 
he had i faithfully for 

years, and to consummate the outright gift he 
was making to the Association of the 
The Shorthand Reporter, of 
years editor and owner 


periormed so nineteen 


| nNaga- 
zine, which he 
had been for many 


There were times during this last conven- 
tion when the entire assemblage seemed to 
resolve itself into a testimonial gathering of 


fellow met solely to 


affection and appreciation for its retiring sec- 


repor ters, express its 
retary, and in the light of subsequent events 


it was highly fitting that this should have been, 


for this was his last convention. Many of us 
regret that perhaps we did not say enoug!l 
full token of our respect and admiration fot 
the grand reporter who is now gone 


We were fortunate as an association and as 


} 


individual reporters in having such a man rep- 


resent us fer so many active years, for in both 
his personal and his professional capacity he 
typihed the 


finest aspects of the reporting pro- 


fession. He was a man of culture and educa 
tion as well as one of reporting ability. 
He had been a successful teacher of young 
reporters and was well equipped to edit a 
magazine that was published solely for the 


’ 
inspiration, help, and interest of the 
Although 
easy, Mr. Gaw was always fair in his handling 


profession 
editorial problems are not always 
of whatever came under his editorial scrutiny 
The National 
faithful servant, to 
indebted. Those of us who kn 
more keenly the personal loss, the 
friend. To his Mrs. Grace Gaw, his 
constant companion and shorthand helper, we 
extend our deepest sympathy 


Association has lost a most 


whom it will always be 
ew him feel even 
loss ota 


wife, 





Tue Grece Warren, October, 1939 





THE SHORTHAND REPORTER 





MAKE HAY WHILE SUN SHINES 
There’s a time for acquiring speed and a time for learning to edit; 
each has its place in the development of highest reporting skill 


By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 


F yor 


with reporting ambitions, or if you are 


1 happen to be a shorthand student 


already launched upon a reporting career 
way to greater skill and 
disturbed by the 


and are seeking the 
prospects, do not he 
vunsel in the reporting ranks as 


short 


better 
difference n 
between those who put their faith in 
hand 


upon education, editing, 


speed and those who place the emphasis 
and such 


they know 


culture, 


' 


p™ rters are like everybody else 


Re 
best what they have themselves experienced 
l likely to favor their methods, 


and are own 
hose methods were not originally 


even though t 

methods of choice with them but of necessity 
The reporter flung itito the 
profession with insufficient and sur- 
vived only because he had a good head and a 
gift for what he didn’t get, will al 
ways be convinced that speed is secondary and 


older who was 


speed 
editing” 


that an ability to edit is preéminent; whereas 
the youngster who started young and got a 
concentrated injection of speed before he knew 
anything else, and who could sit down in com 
petition and write rings around the “editors,” 
will tell you, with plausible proof, that speed 


reporter and nothing else 


makes a 


THEY are both likely to be wrong, and per 
| both sight of the 


haps they are 
fact that expert reporting is a two-sided voca 


They lose 


tion. It is, on one side, a profession, approach- 
ing in many respects the more learned pro- 
fessions: and on the other side it is a craft, 


not unlike 
skill 


these 


one of the old guild crafts in which 
factor toth of 
ount by 
counsel or to in- 


predominant 
taken 
presumes to 


was the 


sides must be into acc 


anybody who 


allowance 


struct the 


young reporter, and due 
must be made for both the physical and mental 


factors volved. For instance, the technical 
or skill side of reporting, being primarily 
physical, is best acquired by youth; whereas 


the cultural side is more a product of age and 
lo attempt to stuff 
with all the varied knowledge that a reporter 
must just as futile as to hope to 
impart high skill to one who has passed the 
skill 

longer 
should be 


experience a young head 


possess 1s 


age, whose coordinating faculties no 
respond to the moulding process that 
attempted only in youth 

Reporting teachers and students have not 
always distinguished between these two dis 


tinct divisions in the make-up of a competent 


reporter, with the result that the incidence of 
failure among reporting students has been s 
great that the impres has been created 
that reporters just natur lly “grow,” and that 
reporting is not properly a vocation for con 
ventional instructior I am frank t ay that 
such impression seems to have a valid basis 
in experience, for the vast majority of thé 
membership of the reporting profession hav: 
come up by 1 t unorthodox means, judged 
by any standard of conventional instruction 
The successful reporter ol today represents 
the modern econon conception ol the Dar 


winian theory of the “survival of the fittest 


He is essentially 


a product of the business 


lass, whether 


high school or commercial 
school; of the speed class afterwards; and, 
after that, he has been chiefly on his own 
SOME ittempts have been made t part 
more formal reporting struction, but the 
successful ones have been, for the most part 
an extension of the speed class, where te: 
cal skill was emphasized and where the instru 
tor wisely concentrated on only a few rudi 
ments of special knowledge in preparation for 
the day when age and experience and aml 
tion would supply the rest. Such classes have 
always been s cesstul and pt bably alway 
will be, because whether they have cons 
ly realized it or not they have followed the 
only teaching technique by which the tw 
tinct demands of reporting instruction may bx 
satished. They have taught speed when ed 
was most absorbable—in tl eaving the 


rest to take care of itself tor the moment. But 


they have invariably seen, at first to their 
surprise, something else take place that they 
did not plan on but which was an inevitablk 
result of their instruction They have ol 
served, coincidental with the development « 
speed (where speed was developed), a cor 
responding development in other directior 
such as improvement in English, in the oa 
ening o! general knowledg even in the ce 


Why 
| dealing with words and 


that skill is 


velopment of mental power Because skill 


in shorthand is a ski 
ideas, and the very acquiring of 
lige and comprehen 
words and ideas that the student 
skill in shorthand of 


possessor of at least the beginnings 
| 
resuit 


so depends nt upon } now lec 


sion ot wh 


acquires necessity finds 


himself the 


of a broad education—a not contem- 








81 
ted t tmctrncti + all | we 
plated 1 speed instruction a ul Dut which 
e have all since seen to be the natural con 
nitant of acq g rthand skill 
SO. if vou are confused by the conflict of 
unsel between these two schools of thought 
the “speed getter” and the “editor’’—do not he 
too much worried and do not let it deter you, 


When the 


articulate of our 


particularly if you are young 


| 
more learned, or the more 


profession, emphasize the prodigious amour 


4 information that you must acquire to be a 


reporter, how you must have Webster for 
breakfast, Einstein for lunch, and a tasty salad 
composed of predigested editors and scholars 
for dinner, do not be discouraged. There is 
something in what they say, of course, but 
you have plenty of time yet for that. Make 
hay while the sun shines; get your shorthand 
technique—your speed—while your muscles 


and your coordinating faculties are still plastic 


\ little 


speed, and the time tor 


while yet and it will be too late for 
real mental develop 
and the acquir 


ment will begin. Experience 


ing of speed of itself will bring you much of 
what it takes on the 
As a matter of fact, 1 


Throughout 


other side of reporting 
reporter ever stops 
learning his career he is con 
tinually digging into texts and books of ret 
erence for information that nobody else in the 
world except a specialist would be expected t 
acquire. His learning days never cease, but 
his skill-acquiring days do, and earlier than 
people think. There 


so very far away when what he has in the 


many comes a time not 


way of writing technique becomes static, when 


no matter what effort he may put into the 


task nothing that he can do will enable him 
to push his hand faster or execute his notes 
more accurately Do not, therefore, expect to 
know it all when you are all set and 
ready for a reporting career. You will still 
find a fact or two left in the world that you 


thought of before 


even 


never 


AND, as a final suggestion, do not let the 
speed enthusiasts lead you to the other ex 
There are still two sides to reporting, 
Simply keep 
both sides in mind and realize that there is a 
both Age 
ence will bring many things that you cannot 
youth; but 


treme 
and speed is only one of them 


time and a place for and experi 


possibly acquire in youth is the 


season for acquiring speed. So, if you are 
just beginning, or are still young, my sugges 
tion is to make hay while the sun shines, and 
techni al side 


concentrate upon the speed 


Your Motto 


PLET motto be: Dissatisfaction. For 
only when you have that feeling will you wish 
to make things better than they are. 


H anamaker 


your 
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Key to Mr. Lauter’s Notes 


Shorthand abdbears on pare 45 





STA OF EDWARI V. BROWNING 
Excerpt 
‘) VW , 
\ Y : 
ay N { t 4 
q |} vi “ ? » A 
qQ F r “ ’ hir 4 y 
k-—-I dor . 
MR. PFEIFFER I 
THE WITNESS I t b “ H 
wthact I " 
Q Never mplained of a f any kind 4 
NX 
MR PFEIFFER S rd may 
MR. SCHREIBER y 
MR. PFEIFFER I 
MR. SCHREIBER rsta 
MK. PFEIFFER rh r ] ay not show 
MR. SCHREIBER y 
Qi t 4 t 
q Y : } : f 
} 4 | y 4 Y 
Qw ’ ‘ I ‘ 
lune 2 
Q You can mn A TI 
q To } t 4 \ 
0 And H f ’ a 4 
’ 
Q T ‘ f ~ 2 
Q. And to him tt A Ve I k 
ether 1 spoke » > ha I ‘ I wa . 
I think I spoke to } 
q. When y ame i “ 
to ¥ father be \ y 
» * . 
> What we hope ever t with ease, we 
may learn first to do with d nee lohnson 


“Secretarial Sense” 


y kK} }? eves and ears 1™ at i times 
Specih ally, t t remember imes 
faces, and details of « ersat Become 
thoroughly familiar with files correspond 
ence. In a very short time, you will have 
most of the pertinent facts at your finger 


tips, and you will be able readily to answe 
telephone inquiries intelligently, and ever 
handle routine correspondence yourself. Try 
to cultivate what my boss calls “secretaria 
sense,” a kind of second sight which tells you 
beforehand what Mr. Allen is going to want 
and to have it ready for him even before he 
asks for it. This facility comes with experi 


ugh careful study of his habits and 


ence thr: 


needs. and makes the lifference bet ween 


“secretary” and “stenographer But if you 


are overanxious and push in his face things 


he doesn’t want, he may become impatient 


and cross with you. So let this quality develop 
in you gradually, as you become thoroughly 
acquainted 
American High School H eckly 


with your job.—Scholasts the 
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Notes from Famous Cases 


A page taken by HERMAN LAUTER in the “Daddy” Browning Estate litigation 
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O.A.T. Club Prizes—Bronze Pin Awards 





(Continued from page 79) 

Ruth Sundermann, St. Peter I llle Breier, St. Augustine Doris MeCluer and Mary ( Bass Assumptios 
High School, St. Charles, High School, Chicago Ruth Meador, High Schoo Aca Chadron 
Missouri Illinoi Auxvasse, Missouri Ne aska 

Grace Dodge, High Schoo Fred Dreher, St. John Milda Hartman, High Sehox Thomas Foster, Paducah 
Boothbay Harbor, Maine Township High School, Kearney Nebraska School of Commerce 

Mildred Schultz and Eileen Dyer, Indiana Edythe Marshall. High Paducal Kentucky 
Christiansen, Nazareth Noreen Lonam, Girls Central School, Juneau Alaska Betty Jane Smith, St. Mary's 
Academy, La Grange, High School, Butte John Best. High School, High School, Sandusky 
lilinots Montana Lambert, Mississippi Ohio 

Rachel Cushing, Academy Shirley Ann Smith, High ’ 
Immaculate Conception Schoo Webster Groves, 
Ferdinand Indiana ° ‘ ry’ Missour! 

Shirley Courtney and Edna Junior O. G. A. Test Ro Sullivan, St. Brendar 
Christianson, State Normal High School, Mexico, 
School Ellendale North a 44 ’ Missouri 
on The Old Woman and the Sheep teene Bett, Genter Wieh 

Henrietta Meyers, High School, Wellington, Texas 
School, Fremont, Michigar y re + ail Dorothy E. Hayden and 

Dor Roberts, Helene A °f Peggie M Fitzgerald 
Hoffman, Dorothy Switzer “C : —— aw , Fa ™ 7 St. Josepl Academy 
Dorothy Hilker, Mildred —_—° ( McSherrytown, Pennsylvania 
Bording, and Jesse Farrar / Mae Felten, St. Sebastiar 
Senior High School, 7 ~ School, Chicago, Illinol 
Maplewood, Missouri ~— 7 rr ¢ Frederick Heise, St. Micha 

Lillian Walker, Nison High School, Brattlebor 
Business College, Vermont 
Palestine, Texas o a Ge 4 a, é =» Bertha Pekr High Scho 

Edythe Alfredsor Detroit y Holt Michigan 
Business College, Detroit t Neylar Catholic Boys 
Lake Minnesota "al ligh School, Trenton 

Mable Curtis, Bendle School 2 2z=>- ov a a c ~ New Jersey 
Flint, Michigan 7 Helen CC. Gouda, Griswold 

Muriel Samford, Metracken ; Hig School, Jewett City 
Business College, Center ‘ - Pa oar — Connecticut 
Texas ’ er Ds . Noris Briceno, St. Francis 

Lester Derr, High Schoo Studios, Balboa, 
Hummelstown, Pennsylvania Cc 97 i Canal Zone 

Esther Day, Sacred Heart ia oO Emma Lou Shimkus, High 
School, Newport, Vermont oO . Oo aati = 7 School, Westville, Illinois 

Mary Bila Mead, The Knox May Rolfe, Sanborn Seminary 
School, Cooperstown p Kingston, New Hampshire 
New York Fz : C . , James Wright, High Schoo! 

Margaret Bealle, Marie o? “ ee “a = Millburn. New Jersey 
Callahan, and Mary 4 Jordan Stovik, St. John’s 
Catherine Herring . 4 University, Collegeville 
St. Cecilia's Academy ri -_ 0 ———> CO’ er——y=y Minnesota 
Washington, D. C Grace Poulin, High Schoo 

Marian Thompson, High Winooski, Vermont 
School, Yankton , 7 4 ,, Yvette Baizana, Our Lady of 
South Dakota — e. f co —© the Sacred Heart Convent 

Rey Toms, High School ? Ottawa, Ontario, Canada 
Iva. South Carolina Marguerite Hurley, St. Mary 

Lorraine Dallaire, Jesus-M C - md y Academy, Haileybury 
Academy, Fall River "2 we = ro Ontario, Canada 
Massachusetts acquelyn Williams and 

Lyal Merchant, LeRoy Nellie J. Stroupe 
Business College, of University of Sout? 
Westmount, Quebec, Canada aA. a, ‘a 4 nr e Carolina, Columbia 

Berniece Hess, Chester South Carolina 
Buchanan, and Marcia : Margaret Crane, Weyburt 
Mylar, Barnes School of os ( > J 2 / School of Commerce, 
Commerce, Denver, Colorack 7 — a = ° o~ Weyburr Saskatchewa 

Jeannette Robson, High 4? Canada 
School, Anita, lowa F josephine Hudak and Mary 

Margaret Gilligan, St es, +... Wg ys y Se Mitchel The Powell 
Angela's Convent, Montreal ¢ — School of Business, 
Quebec, Canada Scranton, Pennsylvania 

Anne Padgett, Warren County anne Murray, Margaret 
High School, Front Raya! —“o a> “VY? ,}—_" McCormick, and Mary La 
Virginia Maritia, Mercy Higt 

Berniece B. Wojcik and 22 Scho Chicago, Ilinoi 
Frances Stockfish, Voca bo Mab Souza, St. Joseph 
tional School, Stevens a. - A Scho Hilo, Hawali 
Point, Wisconsin sephine O'Farrell, Clara 

Fern Maxwell, High School Schwartz, Lorene Friend 
Sibley, lowa inghaus, and Phyllis 

Helen Mullett and Margaret Jeannette Julian, Tennessee Emma Bolan, Township High Santucei, Sacred Heert 
O'Shea, St. John’s High College, Murfreesboro, School, El Paso, Tlinois Commercial School, 

School, North Cambridge, Tennessee Naomi Dressel, St. Martin Columbus, Ohio 
Massachusetts Isabelle Wehrle, Helen High School, Baltimore, Burton Berger, Senior High 

Catherine Funkhouser, High Byrnes, and Margaret Maryland School, Oregon City, 
School, Broadway, Virginia McWatters, Queen of Peace Phyllis Cottrill and Alice Oregon 

Winifred Ryan, St. Peter's High School, North Mayrand, High School Edward Hayes, McIntosh 
School, San Francisco, Arlington, New Jersey Flushing, Michigan Haverhill Business College 
California Vernon Quam, Northern Katherine Schack, Sacred Haverhill Massachusetts 

Ovidia Eklund, High School, Business College, Bemidji, Heart School, Bioomfleid Isolda Myers, High School, 
Whitewater, Montana Minnesota New Jersey Balboa, Canal Zone 
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- The Isle of Enchantment 


As seen on a Tour of the San Francisco Exposition 


By SHIRLEY RADKE 
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Looking through a doorway into the Court of Honor at the Cali- 
fornia World's Fair, you see the 400-foot Tower of the Sun and at 


the left a bright red and yellow light standard. Lacy clouds drift <- 
lazily overhead, 
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One of the most romantic 
places on Treasure Island is the 
Pacific Area around the lagoons 
which reflect buildings and 
towers. None is more beauteous 
than the white Japanese Pa- 
vilion crowned by a rising pagoda 
trimmed in red and gold. 
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Ay OCTOBER 
at , From “The Death of Our Almanac” 
By HENRY WARD BEECHER 
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Inspiration from a Stonecutter 


From “The Silver Lining,” issued by the Port Huron Sulphite and Paper Company 
£ I I if ; 


) 
ey > a}. YY A 9 = t Vv 4 — — a> ) a 
/ Jj _——_ < 
/ M . 
é c Gr a. Y o ° OD ys . os > oa Z 
4+ 
2 L ‘ aa 
@ , 2 al vA, > a” © ? ‘rr g . a] <t 
~ ) 
a . ( o a — a L - aT a s a Cc oo 
é s 
s 
+. ° 


A J A C » 
— : . oe “C eC Dg oes (PY , Cc CP? + [> 


a. a Z ‘f <_y v a a / Vv — ? 
» © 2. ; a: . Co L C/ ( o2_z > 4 


9 OF rs 








Tue Grecc Warrer, October, 1939 


The Biggest Auction Crop... 


Presented by courtesy of the Irving Trust Company of New York City 


in a series on American Industries and Banking 
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Brief-Form Letters 


From Review of Units 14 in “Brief-Form Drills” 


By EDITH V. BISBEE 
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Easy Letters 


By DAISY M. 


BELI 


Graded for use with Chapter Four of the Manual 
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Easy Letters 


By FRANCES C. MYERS 


Graded for use with Chapter Five of the Manual 
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Easy Letters 


By LOTTIE CATON ABBOTT 


Graded for use with Chapter Six of the Manual 











Tue Grece Warrer, October, 1939 


98 
The J le Cire 
The Jung ircus 
From “Confessions of a Scientist” 
By RAYMOND L. DITMARS 
(Copyright, 1934, by Raymond L. Ditmars) 
Reprinted by special permission of The Macmillan Company, publishers 
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"assistant electrician declared magazine 





ot 


T 





Tue Gaecc Warrer, October, 1939 


e 
_ oO } 
{ A 6 
Gamal ——-1, d > ." > Pa os? = - ( 
- 
$ “~ 
«_-o” / 
. ) < . 
« a ‘ Y 
— : = “Tz Z t 
> 
) d ») ~ 
© . , 7 
© re é tw ¢ \ Co J > - 
< . > 
os ; ) 
< == Yr — ‘ ¢ e \ rT > -~ o ‘ - 
4 ~ g ( 
> 7 > a 
> y y > = A ~ . ) \ - . 6 
oo a 7 
, y ° ¢ 
t - 
4 ul 
—_ ee 5 < Q " -™~ » - = ? < . . . 
< 4 
) 7 > ‘ ) 
< > a) A rm 
’ % ) ? , 
r. ~ xX Cc - C < r ¢ > > Y 
7’ a 
~ 
> © oO ) ( 
. . c <=> ne _ 4 
: < 
; — — « = is \ Sy a 2 : 
C ¢ 
; y . 4 
— , a | < ct -” a > > \ rm} Fs 


4 2 < 
4) 
) » 
oo f Q. af Y Z —> bs “¢ . L ‘ 
2 Vy : 
4 
» 9 
4 > " 
gr f ys ‘ © ao e« ty io - 
, A 
«< ? 
) 
“ . < . > 
j . a & / i 2 + > > > , | 
. > 
ad 4 ? ~ -? — a <- ‘ oO > 2 o~ 
© = *% 
9 - } 
— D “- @pD-cH oA gy { G 
* - é 
s . l m 
9g > z 
—_—T> © a a ZS ° ) tn ~ 
“ > 
C2? / .< 9 > 7 . t 
1 a ° < ‘ é G_ > 
a> . 
. e > ») < 
P ( 
Cc > _ > a) .. 4 > ‘ ol - 
oe f 
\ 
» 5 > 
. 
— p> o> - =) ? c c 2 - 
- < 
2 > a . 
as , 
oe. am @ J ~~ we : ae 
a > ? r 
s m4 +> Cc - \ . e » < o < < 
4 9 4 ? i 
C - J = z ¢ Cc é = - 
> yp g X 
. ? , ) 
= oT . }» 4 . 4 < / 
CG ~ 7? > —<> ¢ _ —vw"T£ ‘ 


"titles dejected appreciated electric bills dignity material designated 








Tue Gaece Warrer, October, 


1939 


Fa 
‘ 
74 . og ° 
——~W a/ “GF * O CS 
C »/ € 4 Oo’ : * 
vd ears £ Ag r —_ 4 ( -< P tact » 
wi J —-* 
J ) = 
— a c A ers teow 7 _—? — 
- DP CC = 
O a Sf -« 7 YY ey | £ a Pf . 7 OD 357 
0A) 


42 » Fg 
a a ts a” a 2 m — a? > y = Li 
/ ») < , 
ee ad aie ee er gre 
vt — 0 ‘ad ) ) 
— 2 “Se acyo ¢ “ 4 er ee -€ 2 ~~ —- < 
» 
> = “sail C7 21, ee) ee 4 aS o . —— ws 
) C - : 
Jd, to YH ot. ae 
2 ‘4 f ) ¥ 
2 ( 5 ~ 7 ef”. @& Wa ¥ r 
—_— C Ps _ > ” ) fe 2 . / = ‘ Ps r 
id Kut T 
2 — — CPOr & io OC 


_— Se gt o- ae - os ~ 
- Pa 
< . 7 
, = ‘ a sf? ? o -~y oa Q _ 
— ) 
ae a - 
6 a— O - - Q #7 al ¥ NO 4 z 
“ 
re p99 2 $y 
- — €C “’ v am O° a > ( 
yo - 
o Sw . ee” < oie < we > a c . C Qe, 
< CF owe c” et “Qo = of ——_——_> 
* scientific Circus reputation imterested animals relrigerator C 





indicated 





Tue Gaecce Warrer, Uctober, 1939 


~ ° 2) al > \ 
> i a 
— i hn Coe % {¢g e 2 « \ 
oS * S d 
ye Cc si 
4 e, - ” A= a y — Ors ~ 
s+ +, “oe f 
o<_ ee ’ LZ os g ‘ c © r 
J . | 
\ >> 
ee = Lua « toate & ) = ¢ » Eda , ® y 
3 r 
Ce . 
) " . » » y . 
: > 2 qe = AL > > Oo — = 
. \ 7 ( < 
9 e « 
: Z . co te > a < , - E F © a 
m / : 
a - . 2- i £ ~ or P » _ J ( 
e ; , 
Q P f ‘ ct 
. a ‘ - - — = o \ x 
> « I) ( < > 
- ~ 5 > > 7, 
7 ' - C 7] eA ty 2 , 2 _ 
2 £ 
— 
- 2 . 
re a Pe ae eA 
) >  - Z — 
. / Jo - j 
, ) 
fr © 2g ea . r, x 2 ( fe? ‘ Le 
be é ; ) A ¢ 
A 4 ? c 
ee =, d . f ( ) a 9 y, at 
~ — » g 7 
; \ aT ( . 
7 : Oe  eaallet  Mael 
? 
< wd iad a vr S . 7 
, b aa - a —_ , al al \N ¢ va an 
ad 
J « 4 ) 
gd kt ( o- at r vs y ry 0 ‘ Aza (9 oo i] 
g 7 
4 2 
il Co < -_ = = = J > ( yr r< ae > r > A 
= x c = f 
& A) j ) 
———~ ? ) Oo 
—e > ’ . o- —t 4 oa 2 a 2 — 
al - > 
~ 4 J , SS 
aa See (7 - «2 i e a ei “ Cc S \ 
: . (71330) 
*Africa capabilities related 


(Te 








month 





be continued sext 











102 Tue Greece Warrer, October, 1939 4 


STALEMATE *exurn 


By Arthur Train 


* With the author's acknowledgment to Dean Wigmore 
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